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! INTRODUCTION TO USER'S MANUAL

The Intagzratad Library System (ILS) is a minicomputer-hasad lidrary
automation systanm which supports library *technical processing and ratzieval
activities using a single master bibliographic file.

The ILS USER'S MANUAL provides detailed instruction Zfor use of all
Zunctions within ILS. The text is the same as the onlire HIL? provided
Wwith the IL3 software, but has been reorganized somewhat for publication zin
this »rinted fozm.

The ILS USER'S MANUAL is divided into the following sections.

x INTR0DUCTION TO ILS
FUNCTIONS

This section presents a praragrzaph

of introductory information about
each function within each subsysten.
* BIBLIOGRAPHIC SUBSYSTEM The Bibliographic Subsystem consists of
functions which enable authorized users
to build and maintain the Master Biblio-
graphic File.

X CATALOG ACCESS SUBSYSTEM The Catalog Access Subsystem provides an
online catalog for patrons and stazff.

¥ CIRCULATION SUBSYSTEM The Circulation Subsystem consists oZf
functions which maintain inZoxmation about
library patrons and the location and
current status of items.

* SERIALS CHECK-IN
SUBSTSTEN

The Serials Check-in System consists

of functions used to process receipt of
serial issues

* ADMINISTRATIVE SUBSYSTEM The Administraivive Subsystam ¢ccocnsists of
functions which allow authorized users to
set various system parametars a%t the local
ILS installation, and to display xeports.
¥ GEINZIRAL FUNCTICNS General Functions includes several unrelated
functions which are used throughout ILS

in 31l 1ts subsys<tems.
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a 2 INTRODUCTION TO FUNCTIONS

This section is xntended to give the user a brief overview of
t

io
all the ILS Zunctions and houw they operate together in ILS. It is
arranged by subsystem. For detailed information on how each function
works, the usex should consult the appropriate subsystem below.

2.1 BIBLIOGRAPHIC SUBSYSTEM

The Bitliographic Subsystem is a collection of functions uwhich enable
authoriced users to build and maintain the Master Bikliographic File
and associated authority Zfiles and xndexes.

AVAILABLE INFORMATION
1. BS OPTIONS
2. GLOSSARY FOR THE ILS SYSTEM
For more information, select the number for the appropriate discussion.
2.1.1 BS OPTIONS

The Bibliographic Subsystem functions. which allow authorized users to
create and maintain bibliographic information, are:

1. TRG ADD/EDIT 7. LIST INDICATORS 13. EDIT ITEN

2. OUTPUT TAGS 8. PPROCESS 0OCLC TAPE 14. ITEM DELETE

3. FIND WORDS IMN TAGS 9. DISPLRY TAPE OUTPUT 15. DICTIONARIES

4. PRIORITY GROUPS 10. WOEKSPACE ADD/DELETE 16. GENERAL FUNCTIONS

5. SELECTION STRATEZGIES 11. EDIT WS RECORDS 17. CATALOG REVIEW

6. INDICATORS ADD/EDIT 12. NEWLY CATALOGED ITEM 18. AUTHORITY MAINTENANCE

19. BIBLIOGRAPHIC ADD/EDIT

For HELP with any of these functions, enter the numberx:

2.1.2 BI Overview

ZD/ECIT allous users to input bibliocgraphic records locally
2 anlire catalosing work fcrm. This Zfsature s under cevelorment
aTicnal as of July 1387, Un+t:il tlis capabillity 13 completed
houl use tha NIWLUT-CATALOGED ITE!N functicn to i1nput reco:ids
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2.1.3 TA Ovezxvieuw

TLS contains a list of all tags currently recognized as var% of the MARC
record. The TAG CREATE/EDIT Zfunction enables authorized usexs tTo ADD to

+the list of MARC tags as new tags are authorized or %o create local =zgs
as neaded using the range of tag 'numbers' from ARAA-2ZZZ. TAG CRATATEZ/EDIT

also allows authoriced users to EDIT existing tags.

For more HEILP with CREATING or EDITING tags go FORWARD to Step 3y Step.

For more information on the ARA-ZZZ tag 'numberxs' go FORWARD twice to
Special Features.

2.1.4 OT OQOvexvieuw

The OUTPUT TAGS (0T) function allows authorized users to display oz .
print out information from bibliographic tags in the Item Tag Dictionazy. -
The entixe Dictionary oxr selected portions may be displayed. For each
tag specified, a chart of information about that tag is displayed, in-
cluding such information as the tag name, whether it is locally used,
if 1t is indexed, # of repeats per recoxd, the MIIS node, what all :ts
valid subZields arxe, and for which types of materials each subfield :is
appropriate. For more information about the Item Tag Dictionaxy. see

the HELP text for Item Tag Dictionary in the DICTIONARIZS (DCJ) Zunction.
2.1.5 FW QOverview

The FW Zunction (Find Words in Tags) allows authorirzed users %o szarch
the Item Tag Dictionary for tags containing a specified word(s) in *the <ag
name or in subZfield names. Thus, 1t is useful for pulling together a list
of ail tags containing a common word(s), e.g., all tags whose tag or subfield
names contain the word 'date'. For more information akou*t the Item Tag
Dictionazy, see HELP text for the function DICTIONARIZS. o

Some i1tems of bibliographic information may aprear in several different

OCLC tags. E.g.. call numbers may be 1in tags 090,099 and 150. Such a

set of tags may be included in a single Priority Group so that only one o=
the tags :n the PG is actually extracted from the CCLC tape. Ils

extracts the bibliographic information for an 1tem £from the OCLC tape

by searching Zfor the data in a specified tag orderzr ('prioritized') or

hy extracting data from the f£first found tag ('don't caze'). The PRIORITY
GROUPS Zunction allows authorized users to define *these Priority Groups.
Th.s definxtion consists of naming the tags which belong to the PG in
ques*ion and def:ining their priority £for selection (1% any).
Priorzty Groups influence the movement o bihliograzh:e
ape 1nto a worrspace. Thus, it 1s during the crz2aticn o 3
rte23 tha< usz2 o2 particular Priozity Groups .5 spaziiiai.
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2.1.6 ST Overview

Selection Strategies are utiliced during the 1naitial processing of
OCLC tapes, souxrce authcrity tares, or any other MARC tape. The library
establishes one or more Selection Strategies (SS) to define criteria for
selecting which records, and which fields and subfields from those records,
are stripped off the tape and read into a workspace for further processing.
While in the workspace, records may be displayed ands/or edited. Records may
then be moved from the workspace into the Mastexr Bibliographic File (MBF),
according to the tag definitions in the Item Tag Dictionary. Such an
approach allows a library to: 1) optionally create subsets of records
rathexr than dealing with the total number of records on a particular tape at
one time, e.9g., in order to process records for monographs separately £from
records for other types of materials; and 2) to read into a temporary uorkspace
more information about a record than will be incorporated into the permanent
MBF, e.g., in ordexr to look at the full MARC record in the workspace before
loading a possibly abbreviated recoxrd into the MBF.

The SELECTION STRATEGIES (ST) function allows authorized users to create,
edit, list, and delete Selection Strategies (SS). An SS (1) describes the
bibliographic attributes and indicator criteria of recorxds to be input to
the workspace from a bibliographic or source authority tape and (2) describes
the elements (i.e., fields and subfields) to be input from qualifying records.
Bibliographic attributes include information in the fixed fields, such as
status codes, type of record code, bibliographic level c>de, record complete-
ness code, and descriptive cataloging code. For more detailed information
than can be presented in HELP, see Susan G. King's A Guide to Using the
Bibliographic Features of the Integrated lLibrary System (ILS), MITRE Corpora-
tion, March 1980.

2.1.7 IA Overview

Indicator infoxmation is carxied in the Item Tag Dictionary along
with its appropriate bibliographic tag. A bibliographic tag may
have a minimum of none and a maximum of 2 defined indicators; each existing
indicator may assume a value of 0-9 or may be blank. The INDICATOR ADD/EDIT
(and LIST INDICATORS) function allows access to the indicator data in the
Item Tag Dicticnary. This data defines each indicator, its position and
possible values, the types of matexials for which it is applicable, and
its meaning. Indicator information may be vieuwed via the LIST INDICATORS (LI)
function. The IA function allows authorized users to add new indicatoxs to
and edit existing indicators of bibliographic tags in the Item Tag Dictionary.

2.1.8 LI Overview

Indicator information 1s carried in the Item Tag Dictionary along

with 2ts arpropriate pibliograpihic *ag. A bablaiooraphic tag may

have a minamum of neone and a maximum of 2 indicators; each existing

indicator may assumeé a value of 0-9 or nay be blank. Tha 1IST INDICATOR (and
- 4 -

. . . _ “ . P e e .
T e e e M e h AR ey B m ame AR AR s A A Bal o aca_a_maa s A a



L)
()
o

A8 20 SiE AR SN S E o
e Te :l..| .'- .‘

e - 4

’

LN I

LS Seadmbe AR cENe S Jve Sras APe g et Base S AR RPN AR AP SNSRI A A A ‘“‘"""?‘?T‘T"""“W

INDICATOR ADD/EDIT) £function allous access to the 1ndica%or data =n the
Item Tag Dictionary. This data definres each indicator, :1ts pos:%tisn and
possible values, the types of materials for which 1t 1s arplicadle, and
1ts meaning. The LIST INDICATORS (LI) functicn allows authorirzed usezs %o
display or print out information frcm indicators assocrated wi<th biblio-
graphic tags in the Item Tag Dictionaxy. All existing »adicatozs oz
rndicators associated with a specific subset of bibliographic tags may le

displayed.
2.1.9 PO Overvieu

The PO function controls the reading of data from a MARC bibliogxzazhic
or authority tape (*) into an ILS worKkspace. Users must speciiy
to the PO function whether the tape contains bibliographic or authority
data, whether the records are to be loaded directly *o the MBF c¢r into a
workspace, and which Selection Strategy is to be used.

ILS first must clear certain working areas on the disk in preparation Zor
reading new records, then reads the records into the MBF or into

the specified workspace, and finally indexes the records so that %they can he
accessed through the online catalog (if loaded to the MBF) or thrzough the NEWLY
CATALOGED ITEM function (if loaded to a workspace). k

(x) The authority £file load is not complete as of July 1981. ¢
2.1.10 DT Overview

The DISPLAY TAPE OUTPUT function (DT) allows authorized usexs %o
display records which have been copied £from an input MARC tape into
a workspace according to a specified Selection Strategy. The Selection
Stratagy used and various other information concexrning tha transier o2
records into the worKspace nay also be viewed. Thae display can Lte visue
at the terminal oxr may be printed out.

2.1.11 WA Overvieuw

The WORKSPACE ADD/DELETE (WA) function is used in def:ining new wWork-
spaces and 1n eliminating workspaces no longer nesded. Pecords beirns read
from an input MARC tape must be read into a previously crea%ed workspace with
a defined name and number. The WA Zfunction allows authorized users *o
create, delete, and list workspaces.

2.1.12 EW Overview

The EDIT WS RECORDS function (EW) allows author:ized users *o ed:*

records which have been resad i1n%*to a worksrase. Data 1n ewisting fi2allis nay
ha changaed or dele<2d; new #£ields my he addazd;: the ent.z2 racczd may Lo
displayed. The edited record may then be £fi1led pac. 1n3I9 The worksnsa:ze.

- 5 -
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moved into the Master B8:ibl:ographic File (MBF), restored to 1%ts original
state before editing, or deleted from <the workspace. Thus, the EW Zunction
allows a library to make changes *o :ndividual records 1n the worKspace
before Zurther processing or %o delete records Zrom *he workspace.

2.1.13 NE QOverxrview

NEWLY CATALOGED ITEM permits authorized users to enter cataloging data
into the Master Bibli-~graphic File (MBF). It enables catalogers to edit
and transfexr records ‘rom an ILS workspace (Tape File) into the MBF, as
well as to enter origzinal data directly into the MBF.

Utilizing NEWLY CATALOGED ITEM, the user may search both the MBF and
ILS woxrkspaces (Tape Files) for a record of an 1tem, erther by title or by
call number. If a workspace (Tape F:le) contains a MARC record for the i1*em,
*he user may edit or add <o *he record, produce a permanent barcode lalkel,
and add the record permanently to the MBF. If the MBF contains a MARC
record for the i1tem, the user may enter a Copy 2 (or Copy 3. e*c.) and
produce a barcode label.

2.1.14% £I Overvieuw

The EDIT ITEM function allows authorized users to edit or add to cataloging
data of records i1n the Master Bibliographic File (MBF). The usexr £first
identifies the record to be edited. ILS then allows the user to edat the
record by adding new fields or subfields, deleting fields or subfields,

or editing the centents of existing fields and subfields. ILS then files
the edxted zecord ain %the MBF.

2.1.18 ID Overview

The ITEM DELETE £function allows authoriced users to permanently remove
a bibliograrhic record from the Master Bibliographic File (MBF) and from
the activity record associated with the i1tem. It 1s used when weeding an
i1tem £from the collection or removing the record c¢f a lost 1tem. The user
f£irst 1den*tifies *the 1tem whose record 1s to be deleted. The user can then
delete a specific Volume, Issue, Part, Supplement or Copy. If the library
only one copy of the 1tem, the user can remove 1t entirely £from the MBF.

2.1.16 DC - Introduction

The 2ICZTIONAPIES (DC' function allows authorized users to create and
maintain vazrious Zi1les used to surport inatial creation and subseguent
searching ¢£ *he Master B:iklicgraphzic File (MBF), the Authcrity File,
and *he aricus wnd These functions are pramazr:ily used by the library
at tnhnz tirmo ci tien oo LS.

f.en enze 2IZ5, IL5 asks
- 6 -
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WHICH DICTIONARY? User types in first few unigque latters of
desired dictionary or '/' to exi1t JC Zunction

The Zcllouwing dictionaries 2xist:

(1) Authoraity Tag (4) Item Tag (7) Search Srzoup
(2) Initial Article (5) Language (8) Stopuord
(3) Interzace Type (6) Phrase (9) Synonym

Press 1,2,3,4,5,6,7,8, oxr 9 to get HELP for a specific dic*tionazy.

2.1.16.1 AUTHORITY TAG - Overview

The AUTHORITY TAG function allows authorized users to add, deleze,
edit or list entries in the Authority Tag Dictionary. New tags may
be defined, salected portions of existing tags may be edited,
and/or entire tags may be deleted.

2.1.16.2 INITIAL ARTICLE - Overview 1

The Initial Article Dictionary is comprised of several lis%ts of
initial articles for different languages. It is used in ILS to def:ine
initial articles to be ignored when eithexr £filing a %title into c¢x
searching for a title in the Divided Catalog Index. The INITIAL ARTICLE
function allows authorized users to create a new initial articla list;
to add to, delete from or list the contents of an existing x1ni%tial avticle:;
or to dalete an entire initial article list.

2.1.16.3 INTERFACE TYPE - Introduction

The INTERFACE TTYPE function allouws library staff to idz2ntify the Rinds o2
online catalog searches that will be offered to each type o seaarcharx.
With this function users may add, edit, or delete search groups and search
nrocessing types, or list the search groups currently deZfined Zor a given
interface type.

X

8 This function is under development and is not fully operational as of |
July 1981,
. 2.1.16.4 ITEM TAG - Overview

The Item Tag Dictionary is a list of all valid CCLZ tags and lozally
defined tags. I* defines for e2ach tag i1ts name, all valid subf:alds znd
the formats for which each subtield 1s valid, the numba:r ¢2 rerea<s allowed
1n a bibliographic record, and whether the tag 15 usad 1n = 323l Maszar
3:-bliographic File (MBF). It 1s used as an author:ta=ive = 2 i:22 Zox
cataliosging staff, as well as i1n *the actual cr2ation andi Tants: o M3F

-~ RN Jaa A yat e e Y
) ' A ‘l 4. ‘. - T '.-"; L
e
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In essence. this dictionary defines the librarxy's profile for selecting
which £ields and subfields £fxrom a library's CCLC tares are em*racted and
transferred rnto the local MBF. In addition to OCLC tags., ILS allows zxzndai-
vidual libraries to define tags which cazrry locally defined information.
The ITEM TAG function allows authorized users *o add., delete, edit
or list entries in the Item Tag Dictiovnary. New +ags may be <:Zined,
selected portions of exasting tags may be edited., ands/or en*t:re tags may
be deleted. For infoxmation in greater detail than cen be provided in
HELP, users axe referred to Lister Hill Contractor Peport CR 80-02.
“A User's Guide to Maintaining the Master Bibliographic File of the Inte-
grated Library System“ by Sandy E. Anderson, MITRE Corxp.

2.1.16.5 LANGUAGE - Overview

The language Dictionary 1is a list of languages and their 3-letter
mnemonics. It serves as a reference authority list Zor the language
codes entered into the OCLC 008 language field. The LANGUARGE Zunction
allows authorized users to add, delete, edit or list entraies xn the
Language Dictionazxy.

2.1.16.6 PHRASZ =~ Overview

The Phrase List (PWL) 1s comprised of several lists of multi-word
phrases whose identities are to be maintained during any XKeywording process.
It 1s used 2n ILS in primarily two activities. In tuilding the Keyword
Index, PWL 15 used %to ensure that the defined phrase in its entirety 1is
entered into the Heyword Index, even if the phrse contains defined stopuords.
LiKewise, when a user enters a term seaxrch, PUWUL is consulted to check fox
defined phrases. The 1ndividual words of a defined phrase are also entered
into the Keyword Index 1n the usual manner unless they are in *the Stopword
Dictionary.

Each PWL s associated with a specific language.

Phrase lists may exist only for languages whose language code s
defined 1in the language Dicticnary. Each language may have one or
more phrase lists associated with 1t. E.g., there may be *two separate
phrase lists (corporate phrases and geographic phrases) defined

for English; there may also be a phrase list defined i
for Franch., and another one for German. All phrase lists associated

with a specific language are sequentially numbered by ILS at the time

of theixr creation. In order to specify a phrase list, the usez

must specify both the associated language and the specific PWL number.

The PHPRASE function allows authorized users to create new phrase lists,

to list or cdit the contents of existing phrase lists, or to delete

entire phrase l.sts.

2.'.16.7 SEARCH GROUPS =~ Overview

Search Sroup Ticticnary ceoengcis*ts of a li

roues ant a-l biblicyrashic *ags which ceo
1c%icnary rmaintains the Authosro4y File and
cTrarhic reccrds are odded to e Master
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the Item Tag Dictionary is consulted to determine to which Seaxch Group(s)
(1f any) each tag belongs. Then the Search Group Dictionary is consulted in
order to determine 1£f the data from that tTag 1s authority-con*tzollzd andrsor
1f data from *that tag s indexed in the Keyword Index ands/cr *the Z: ded
Catalog Index. Simirlar tags are grouped *together into dei:ned Searx
Groups. e.9., an Author Seaxrch Gxoup might consist oI any name uWhic
originates in the 100 £1ield, the 400 field, <the 7900 £ield, osr +<he 38
Thus, 22 a patzon does an authecr search Zor <he name 'Mi1lzon', <tha
search grcup definition would have created indexes such %thaz any oc
of 'Mil%on' in tags 109, 400, 703, or 3800 would be retrieved.
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The SEARCH GROUP function allows authorized usexrs to create new search
groups, edit existing search groups, or delate entixe search groups in the
Saarch Group Dictionarxy. Decisions about search group definitions are made
at the time of implementation of ILS. Although the Seaxrch Group Dictionary
may be modified at a latexr time, such changes must be executed with care,
since search group definitions determine the contents of the Authority File
and the searching indexes.

2.1.16.8 STOPWORD - Overview

The Stopword List is comprised of several lists of defined words or
phrasas to be ignored during ILS processing of user, patron, or biblio-

graphic 1nput. Stopuwords in general are common high-fregquency words
which 1n themselves carry little meaning, e.g., he words “and,“, “for,*
or “Mr.* and are therefore not useful as searching texms. The Stopuword
- List 15 used in ILS in primarily two activities. In building the Yeyuwcrd
u: Index, the Stopword List is consulted in order to eliminate the Keywording
b - of defined stopwords.
& Zvery Stopword List is associated with a specific language.
; Stopuord lists may exist only for languages whose languase code is
defined 1n the Language Dictionary. fach language may have one or
- more ctopuword lists associated with 1it. E.g., there mayhe threa separate
:, stopuord lists (common words, abbreviations, and geographic terns) defined
.- for English;:; there may also be a stopword list of common words defined
T for French, and another one for German. All stopword lists assocrated
- Wwith a specific language are sequentially numbered by ILS at the “ine cf
3 their creation. In order to specify a specific stopword list, the usar
must speciiy both the associated language and the specific SWL numbser
. The STOPWORD function allows authoriced users to create new stopuozd
t lists, to list or edit the contents of existing stopuord lists, or
. to delete entire stopword lists.
-_;
;i 2.1.16.9 SYNONYM - Overvieuw
. The Synonym Dictionary is a list of defined synonyms Zor any g:iven
:f. word, phrase, or abbrewviation. The Synonym Dictionary may be viewsd 2y the
{}- patron to suggest additional or alternative search terms. The fi1l2 :s
. not acressed automatically :n the search process, bu*t s rn*tznded as a
[ . 4ser a1d onlvy.
- The function STYNONTM 1s used to add, delete, e2dit or 1153t wozrds 12 =he
-9_
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Synonym Dicticnarny. An entry 1n the Synonym Dictaicnaxzy consis*%ts o0f a roct
woxrd 1%s list o0 synonyms. Each word in the list of synonyms :s automatically
displayed as a synocnym 0% *the root word and, similarly, the root word :s
automatically displayed as a synonym Zor each of the words in 1%ts synonyn
list. tHow2ver, ucrds within a given 1:st of synonyms are not displaysd
as synonyms fox each o*her unless so defined explicaitly.

For example.,

Root Wozxd List of Synonyms

children boys,brats,girls,Kids, tots

boys brats.males

girls famales

The synonyms displayed for children are: boys.brats,gixrls.r:1d8s,tots.

The synonyms disvliayed for boys are: brats,children,boys.

The synonyms displayed for girls are: children,Zemales.

The synonyms displayed for kids arxe: children.

The synonyms displayed Zor tots are: children.
2.1.17 CR Cverview
CATALOG REVIEZW is a process by which a librarxan may review the bibliegraph:c
raecoxrds added dixectly to the Master Bibliographic 7File by the PRCCESS CCLC
TAPE funcition. All such records will have been fully entered 1in the M3F and

indexed for searching through the online catalog; the liprar:zan uses =zhsa
CATALOG REVIEW function to verify that the bibliographic nformation 2ais
accurate and to approve correct records or edit rnval:id data.

2.1.18 AM Qvexview

The AUTHORITY MAINTENANCE functions update the authoraity file which supports
online catalog searching. Using this feature, a librarian may edit an
authority record, merge an invalid authority record into a valid record, and
maintain cross-references. Affected bibliographic records are updated
immediately.

Focz a more detailed description of AUTHORITY MAINTENANCE, enter F to see
AM Options.
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There are 7 in the CATALOG ACCTESS SUBSYSTIM (TAC.:

i. IS = = 3 0s = 2THZ2 SZA3CHZIS
2. AU = A 5 ™ = TERM START
3. T2 =7 7. GF = GINEZAL TUMNCTIZINS
4. sU = &
For more inZormation adbout any of these op*t.ons
select the numbexr of the option desired.
2.2 CIRACULATICN SUBSYSTEM

The Cirzulation Subsystam 1s the part of ILS which maintain
and disposition (information zelated to the s*atus and pa%:
of all :1tems 1n the collection.

(oY}
ot
o
]

INFORMATION AVAILABLE
(1) Options of the Circulation Subsystem
(2) Overview of the Circulation Subsystem
(3) Special Features of the Circulation Subsysten

(4) Glossary of *terms used in the ILS System

Selec*t *he number of the option desired:

2.3.1 Circulation Subsystem Options

There are 23 different options in the CIRCULATION SUBSYSTEIM (CS). They are:

1. CA = CART SYSTEM 13. PR = PAT20M REI3ZISTRATION
2. CX = EXPENDIBLE ITEM 4. PS = PAT2ACN STATUS

3. CI = CHECK IN ITEMS 15. PU = PULL

4. CO = CHICK ITEMS OUT 16. RC = RICALL

5. IL = INTZRLIBRARY LOAN 17. RE = RENEUW

6. IS = ITEM STATUS 18. RI = RICEIPT CHEICK IN

7. ME = MESSAGES (PATRONS-SITEMS) 19. RV = RESERIVE

8. MO = MAIL ©QUT ITEMS 20. SH = SHEILT

9. NR = MOTIFY RESERVE 21. S§ = SEIT STATUS

10. A = PATRON ACTIVITY 22. VE = VERITY

1. PD = PATRON DELETEZE 23. GF = GINIZRAL FUMITICZNG
1é. PP = PRINT PULL SLIPS
oz more iniormation abosut any of thes2 orp%tions s52L2c07 T2 nunIsr 2 Ta2 sfrTi-en
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.2 CA Cvervieuw

CART SYSTEM pernmits library staff to 1dentify booK truciks and carts as
temporary storage locations fcr items which have been checKked in and
awaiting shelving. In CART SYSTEM, users may name carts, define %the:-r
change %theixr location. and erase and add 2tems which are queued urpon
awalting sh Through the use of this feature, users may rnow *h
_ocaticn of any available item in the library that is not on the she
Dur:ng periods

n
be
a
o
b

0f high volume circulation, this feature can be of great walue
to both users and stazif
2.3.3 CY Overvieuw

T¥PENDIBLE ITEM 15 designed to keep records for those 1tems which are in a
sensa “checked out® to patrons but for whom there 1s no associated due dazte.
Zxamples of such expendible 12tems might include journal articles which have
been photocopied Zor a paitron, or hibliographies which may have been compiled
as a result ¢Z an on-line literature search.

2.3.4 CI Cverview

CHECKY IN is the proccess by which a patron is absolved from the responsibility
cf having chz¢ked out a given rtem. Items may be checked 1in immediatesly

uren bzing returna2d, ox they may be chacked in a%t some later tire uwhen

<he zcizculation desk 135 not busy. After an i1tem has been checked

zn, *the patren is no longer responsible for the item.

2.3.5 CO Overview

CHECH OQOUT is the procedure used by the library to maintain control of 1its
ceclilection. This procedure permits patrons to use the 1tems owned by the
library whaile providing the library with informatior about which patrons
hold spec.fic rtems and when 1tems are due to be returned to the library.
CHICZK CUT regquires the following two pieces of information:

t A Fatron Identiz:ier - A pa*tron's full name registered in ILS
or the bar code numberxr fcr the patron,
which 1s equal to the number ILS uses
internally to identify the patron
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“ha ILL Ffuncttion allews library s*tafx to prepare an ALA-Zformat Zorm foz
use when lending or borrowing material through interl:ibrary locan. Usaxrs may
add, edit, or delete Zorms for loaned or borrowed matexials, and nay update

the record when the material 1s returned.

(]

3.7 IS Quexrview

The ITIM STATUS function permits authoriced users +to wview the s+a%tus
of any copy of any title in the Master Bibliographic Fil It 1nc
the following information.

1. Title of the 1tenm

2. Authoxr of the item

3. Call number

4. ISBN/ISSN numbex

5. Number of times the item has been checKed out and used in-house

6. Currxent status of the item (e.g., availadle for circulazion,
checked out, missing, etc.)

7. Status of other copies of the i1item., if desired.’

" - - .
2.3.8 MEZ Cvervieuw

MESSAGE
MESSAGE allous the library staff to attach a free-text message to *he patron
record or the item record. For example, a message attached =o the 1%2+m recor
might note torn or missing pages. A patron message could notify tha patron
that, e.g., the zeference department had found information which he or she
had requested earlier. Messages are automatically displayed whenswver <he
record to which they are are attached is called up. These massages mnay be

saved or deleted after being displayed.

2.3.9 MO Overviesuw

Ma1l Cut generat2s a mailing label to send an :%2m 1 the
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ron and the ftem nmust be 1dentified by the sy
bel. The ratron may be 1identified by id numb
rtment, or by definaing a new patron thrzough p
y be 1dentified by one o0f eight r1dentafiers o
m which the system will identify Zor you.

NCTIFY RE
patron. U
system an

EPVE is used to Keep track of the reserve reguests made by each
ers may see a list of all patrons who have reserve requests in the
the title of the item they have reserved. Users may selectively
e full resexve record for any patron by entering the number <or

it appears on the list.

Rfter a ratron has been notified that the item has been returned, the use:z
may delete the reserve request. ILS will update the status ¢ the item %o
AVAILASLE

2.3.11 PA Overview

PATRON ACTIVITY permits authorized users to view information about a
patron's library activity, including

o titles currently checked out and due dates

o <*itles of any reserves being held for the patron
o titles on routing lists for the patxon

o any messages attached to the patron recorxd

o total 1tems checked out by patron during current reporting period

PATRON ACTIVITY does not display address, telephone nuiber, etc.
To display these f£ields, use the PATRON STATUS function.
2.3.12 PD Overvieuw

The PATRON DELETE Zfunction allows authorized usexs *o delete patrons
from the patron £file.

2.3.13 PP Overvieuw
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2.3.°04 PR Quervieuw

PATRON REIGISTRATION permits authorized users to add names %o tha L.s% of
registizaed horrowers or %to edit znformation in *he patron r=zordi (address,
talepronrne number, et¢) of an =2xilsting patzon.
?egistration - ILS displays a patron registration Zorm on the screa2n As
the user enters information the cursor moves down %*he screan
to the next prompt. Optional fields may be sKipped by pressaing
RETURN.
Zditing - Ixisting patron reccrds can be edited by entering the pa*ron's name
1n zesponse to NAME:. When the patron has been i1dentifiad Il

displays the original registration form (with the blands filied ina) and
“he usa2r may now ed 1t the record.

2.3.15 PS QOvervieuw

PATRON STATUS permits authorized users to view infecxmation in the patron
record (e.g., address, phone number etc.) and information displayed by
PATRCON ACTTVITY (e.g., titles chacked out, titles on resexve, etc.).

2.3.16 PU Overview

The PULL procedure 1s used to identify items +that are to b2 zemoved

Zrcm the shelf (e. g., periodicals *o be bound). This module works

like Message in that both patron and item records are flaggaed with a mes-
sage In “hlis case., the maessage 1is to pull an 1tem (which may be assigned
to a library patron or depaztment) f£rom circulation.

2.3.17 RC Overview

RECALL is used to generate a printed recall no*ice to a pa%tron, asxing that an
1tem currently checKked out to her/him be returned to the library. "lLe user
s regquired to enter only item i1dentification information.

2.3.13 25 Quvervieuw
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renewed may re due that day, overdue, or even have some t.me left on the
initial circulazion period. Likrazies vazry n *their policies on rencwal.
Depencding on *he type o0f rpatron, or whether the 1tem was loaned via xnter-
library loan oxr not, the 1tem may or may not be renewable. Some policies

axre:

o Items may be renewed for an additicnal circulation period.

o Items may be renewed, but only tor a shorter period--one
week rather +<han three.

o Items may be renewed only once or they may be renewed in-
definitely as long as there are no reserves.

o No 1tem may be renewed if 1t has been reserxrved for another
patron.

Each ILS library will have to incorporate i1ts local policies into RENEW.
2.3.19 RI Overview

RECEIPT CHECKH IN 1s used whenever a patron specifies that a receipt be
generated, i1temizing what he has 3Just returned to the library. This feature

has been deszgned %o accommodate those ILS sites where personnel regulations
may require documentation of a clear account before f£inal administrative action
(1.e., f£inal payroll tabulation, release of college transcraipts) may be taken.

NCTE: The software required Zfoxr this activity is currently being developed.
It is expected that future ILS releases will ainclude *this module.

2.3.20 EV Quverview

4+
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enables users to either add, edit, or delete requests to reserve items.
can medify entries 1n eirther an i1tem queue or patron gqueue. The 1item

e lists all *he patrons who are waiting to check out a given 1tem; the
patron queue 1ists5 all the currently checked out 1tems a given patron has ashked
the library to reserve.
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PESEPVE 1s used to alert users that another patron would like to check out

an 1tem *that has sust been checked 1in. RESEPRVE sets up a message 1n ILS,
“ITEIM IS ON RESERVE...ENTER 'C' 7O CONTINUE, PETURN TO TERMINATE..." which
signals the user *that the patron requesting the reserve bhe told +*+hat the

item has been returned. Local ILS sites may determine whether the 1tem i1s to
be checked out and sent to the patron requesting the reserve, or 1f a notace
15 *o0 be sen*t advisaing that the reserve will be cancelled 1f the patron does
nct appear wi*hin, e.g., 3 days to check out the item.

2.3.21 SH Overview

m. SHELF 1s normally used
Larcode ladbel of *the 1ten
vto4re nunmber cf times an Lt=
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TIM STATUS option is used, ILS will display a s=tatis=zzzal racord o
Sne line of *his display appears belou:

th

CHZTHWID QOUT IN THIS PERICD: INTERNAL USAGE:

1=am s -dentified 1n the SHEL function, *the coun= 2% INTIZ2NAL USAGE
easad -y one.

F' and a RETURN to go forward to Step By Step Proceduras £foxr SHILT.

2.3.22 SS Overvieuw

The SET STATUS function allows authorized users to assocraze one
of the following exceptional statuses with an i1tem:

"y gt
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(for previously LOST item)
N CLAIMS IT WAS RETURNEZD
N CLAIMS IT WAS LOST

3=

»

el

0O 0 0 0 9O
" v v
as
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If +he s=a*us of an item has been set to one of the above, it is so noted
in the Item Status display £for that item. Subsequen%tly doing a Check-out
or ChecV-in of the item causes the Item Status record to be automatically
updated.

2.3.23 VE Ovarview

YERIFYT sets a suwitch in ILS which determines whether or not the pa‘ron name ox

1tem title 1s dismlayed when a library card or a barcede label iz scannszd.

1. VEZRIFY=0ON - When a patron or an item ID number is entered into I.LS (duzring
CHECK OUT or CHECK IN for example), the compu*2ry will go to the
magnetic disk which stores all item and patzon znZ-2rmation and

Zind the complete record for that 1te2m oz patzxon. Zhe nane or
title 1s then sent to the terminal and dispglayed on *the screen.

2. VYERIFZ=0FF - When a patron or an item ID numberx is entexred into ILS, ¢the
computer will record the ID and continue wxth the transaction.
The patron name or item title will not be displayed on the
screen. ILS will find the complete recoxd on <the mazynetic disk
later, while the user continues with other tzansactions. This
helps the system process transactions more expeditiously when
there are alot of patrons waiting to be checXad ou<.

NOTZ: The VERIFY switch affects only the current taxminal and session.
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The Serials Con*rol Subsystem is used %o preccess all ser:ial *<ransactions
including serrals check in and routing of serials.

AVAILABLE INFORMATION

1. SCS OPTIONS

2. GLOSSARY OF THE ILS SYSTEM

For moxe information, select the number for the appropriate discussion.

2.4.1 SCS OPTIONS

The Serials Control Subsystem is composed of the following functions:

1. AR ADD ROUTING

2. sC SZRIARLS CHECK IN

3. GF = GENEPAL FUNCTIOCNS

For more information, select the numbexr for the appropriate discussion.

2.4.2 AR Overview

When journals are checked in via SERIALS CHECK-IN, routing slips £fox
newly received 1ssues may be printed. The ADD ROUTING function allous
authoriced users to add names to or delete names from the routing slip
produced for a particular title. ADD ROUTING zrequaires the user to
1dentify the patron and the bibliographic 1tem.

2.4.3 SE Overvieuw

SERIALS CHECK IN enahles library staff to maintain records of the receipt

of each serial issue as 1t arrives in the mail. RAs an 1tem is checked in,

a barcode latel may be zenerated for 1t, or the labels may be cueued %o be
prainted ou*t in a batch at some later time.

Hy

Cnce the label has been affiwed *o the prilece, 1% may be wandzd whenever the
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L |
s cirrculated. When :1%ems arxe returned from the bindery., a n=2u .acel
have *“o0 Y“e attached to the hardbound piece. Consegusntly, <hos labal
supexrsede *he labels which were orxiginally placed on 2ach lzosa ziece

IZ¥ IN raguirres *the user *to idantify, in add:i%tidn *o
n, day, volume, i1ssue, copy and loan length o the »

2.5 ADMINISTRATIVE SUBSYSTEM

The Admrnistrative Subsystem is composed of options which enable au<horiced
users *to set various system parameters at local ILS installations. The local
TLS system administrator will have responsibility for maintaining the sacurity
0f *hese parameters, as the parameter settings represent a reflesction of polic
set hy the library management. Consequently, only authorized users (i.a. %thosa
4ho have zeceived exrther special training or authorization) should e expected
TO0 WOTA i1n thls subsystam. ’

The Administrative Subsystem is divided into 4 major sections:
1) AS Options 3) AS Special Features
2) AS Qvervieuw 4) ILS Glossary

For further information, select the number of the desired discussion above.

[ 24
A\l

.31 ACMINISTRATIVE SUBSYSTEM OPTIONS

2 12 different options in the ADMINISTRATIVEI SUBSYSTEM (AS).

Thara a:x
re:

They a

. €2 = CIRCULATICN PARAMETERS 6. SP = SYSTEM PARAMETEZRS
2. HM = HIZILP MAINTEMANCE 7. UD = USER DELETE

3. I = J02 IKITIATION 8. US = USER ADD/EDIT

4, Je = JCB RUEUE 9. VR = VIZW REPORTS

5. S5A = SYSTEM ACTIVITY 10. DO = DOWM SYSTEM

t1. P2 = PATRON FILE DIFINITICN
12. GF = GENERAL FUNCTIONS

For more inZormation about any of these options select the numkier of the optiod
desired or press F to FORWARD to AS OVERVIEUW.

2.5.2 CP Overview

CIRCULATION PARAMETERS EDIT is used to to set the time intervals £or a variety
of ILS Zunctions. The time interval between e.g. successive overdue notice
zanara%“1on, would be determined by ILS site library management, and Il would !
be s=2% <o coniorm %5 +his poliicy. With %*his function, ILS staff can nmoxe s
2ifzctrivaely marntaan bibliogrorhic control over the collection, insos as ILS
. Twanm, =9 2.9. delate lost rtems £from the Master 3:hl:ocgrachicz 3, or
. g2anz no<her overdue notice or search slip, after a specriied Tim= rTeziond
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Consequently, only au*thoriced users should be allowed access to this functaion.

2.5.3 Introduction to the ILS Help Maintenance Systenm

Background

Originally developed by the lister Hill Center £for Biomedical Communications
(LHNCBC) an 1978, *the ILS Help System (HE) was designed %o provide onlaine
assistance when using *the Integrated Library System. To provide such

a capability, %“he Help Maintenance (HM) system was developed to serve as the
means by which HELP text could he created and edited for user viewing. The cur-
rent version of the Help Maintenance System i1is a melding of the best features
of the original version and several enhancements to the system.

Althouoh they extensively interact with each other, HM and HE are twuo distict
entities. whereas HE enables users to read text only, HM enables usexrs to
perform text manipulation. Access to HE 1s unrestricted. However, access to
HM should be rxestricted to the ILS system administrator or other personnel
authorized to change the system.

Purpose

The puzpose of this manual is to document the use of the Help Maintenance
System 1in suzfiiclient detail to enable local ILS sites to work effectively with
it.

Scope

The scope of this manual includes documentation of all currently operational
features of Help Maintenance.

For further information select either discussion belol:
2. Introducing Help ﬂaxntenapce
3. WorKking in Help Maintenance

To exi%t Help Maintenance, return to COMMAND with a - and return and then
entexr 7/ and some function abbreviation or /EXIT.

2.5.4 JI Overvieuw

JOB INITIATION allows authorized usexs to generate and produce
a variety of ILS notices and listings. E.g., users may print ovezrdue
notices, a list of current patrons, and other ILS reports. Users
must zdentify the 3.t they want to initiate and the production parameters by
which i1t is to he produced (i.e., numbexr of copies, time to start running
the jJo0b, etc.).

2.5.5 Jg Overvieuw

JOB @UEUE enables the authorized user to see the "“lane up" of 30ks which

[
m

4]
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1n some stage of heing processed. By identifying a job with a unijue zi%le,

~he user ~an find out where his or her job s%tands in ralation %o o%ther 32&s
- whnlich are also ‘in the Works‘.

2.5.96 SA Qverview

SYSTEM ATTIVITY provides statistics on the cumulative numbezr oF checr ins and
check outs which have occurred on the current dav. It also displays the aumber
of both administrative and circulation terminals which are curzenstly ilcgged zn.
as well as the number of inactive terminals which aze not currently logged in.
2.5.7 SP Overview

In SYSTEM PARAMETERS, authorized users may either activate ox :inhibi+

the operation of certain ILS features, such as the Cart System and the Verify
option. This Z£function also permits authoriczed users %o change <%he »prioxrity of
certain background filer programs so that they will process cdata at erther a
faster oxr slower rate, thus providing the user with a way of mc¢dulating

the background load on the system, which in turns affects overall z=2sponse
time. This function also sets the maximum number o%f citations which

can be printed at a public printer.

2.5.8 UD Qverview

USER DELETE 1s used whenever a user is to be denied access *5 *he ILS sys+
The system administrator, or some other authorized usexz., ~us= make tk 1

2.5.9 US Quvervieuw

LEE . e b an

USER ADD/EDIT 1s used whenever a new user 1s gran*ed acc2ss %o I.S5. This
X procedure “‘identifies" the user to ILS and determines uhat areas of =ha
system the user 1s allowed to access. This procedure also sats the usezx's
exrerience level to either display or not display the rang=2 of opticns
available to the user at any point in ILS.
2.5.10 VR Overview
The VIEW REPORTS function allows authorized users to v:-=w onl:ne
activity zreports for various activities within ILS. Users may obtain
. an on-line display of circulation and database activities Zox a variety of

time periods.
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DOWN SYSTEM rrovides a way for an authorzced user to shut down the I.5 sys<tem
in a controlled manner when the computer hardware needs %o be turned cff or
serviced. This function ends the transaction processing programs and sezs <he
transaction and statistical files so they will be automatically restar+ted when
ILS becomes available. Only system administrators should be authcriced to use
this function. An additional passuword is also required to run the DOWN SYSTE!
function; this password is part of the program itself and should be set when
ILS is installed initially.

2.5.12 PQ Overview

The library adminaistrator uses PATRON FILE DEFINITION to identify the infor-
mation to D2 recorded foxr each library patron. Certain patron data elements or
questions are required for ILS operation, but the staff may add additionsa
gquestions *o properly describe the library's own patruns. Using PATRON FILE
DEFINITICN features, *he library stafif may define sets of guestions whaich
desczibe particular patxron types, and may indicate the order in which those
questions are to be askKed during patron registration.

2.6 GENERAL FUNCTIONS

GENERAL FUNCTIONS is a collection of functions which may be used within any
subsystem of ILS. For example they may be used while in either irculation

or Administrative subsystems. Since these functions may be used throughout ILS.,
(subject to being specified as accessible in the user's profile) they have not
been 1dent:fi1ed as being a part of any one subsystem. They are:

1. ZETMIL 4. PRINT BARCODE
2. ELPERIENCE S, PRINT TEMPORARTY LABELS
3. HELP SYSTEM (foxr this subsystem) 6. TIME AND DATE

For more general functions information, select from the above options. For more
subsystem information, enter / and the mnemonic for the desired subsystem. The
subsystem mnemonics are:

AS = Administrative Subsystem CS = Circulation Subsystem
BS = Bibliograrhic Subsystem SCS = Serials Contrxol Subsystem
CAS = Catalog Access Subsystem

2.6.1 General Corncepts

4

The £ollowint SENTRAL CONCEFTS are those which the user needs to knouw <o
ntesrated library System They are:

PO

“re TISTLNY (D) commaud - dispiaying the full reccrd c¢f an entry
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2 the FORWARD (F) command - forwarding through I%em and 7a%tzon L.s+*ts

3 ~he 3ACH UP (3} command - backing up *hrougih “em and 2atz>on L:s5%s

' “R%a CCM3INE (:) ¢ommand = combining tuw LNSTructicns 1nto one s<tz2p

el <ha TI2AVEIL (/) command - ex>%ting out 5f & sulsystam and 1n%2 anozhar or
joing to another acTivisty WilThin a 3.2sys%an

5, Z%tem and Paztron Lists = viewing 1tem and patrzon rTecozds in ILS

7. WVIPS statement - vol/issuesparts/suppl item charactexzistics

Function Keys

. ' Scme %t2rm:inals are equipped with what is Kknown as function 4eys. These Xeys
provide for quick entry of frequently used ILS commands. For example, a user
could use a function Key to display all the options available at any point
by presszny %*he =1 Hay. This uwould be faster than having to entexr a ? and a
carriaje resturn.

rm

Other special function Keys may be set to substitute Zor several characzars
having to be typed, thexeby minimizing the chance of Keying erzors as well as
saving time. All instructions which can be entered by special function XHeys,
may also be entered using the REGULAR KEYBOARD of a CRT terminal. There are, in
effect, *uo ways to enter any instruction; one with the special function kay
and one uwithout. Function Keys for ILS are currently set up as listzd below.
Ffor more information about each, enter the numbexr for that key:

1. ? Key=option display 4. B key=go BACKWARDS 7. PREVIOUS ITEM

2. -~ Rey=g50 up’ 5. HELP Key=HELP text 8. 7/ key=exi= a Zfunction
3. F key=g30o FCRUWARD 6. PREVIOUS PATRON

2.5.3 Zdientify Item

IDENTIFYING ITEMS WITH THE BARCODE SCANNER
Scanning the barcode 1s the fastest way to complete any transac*ion in I
Using the barcode wand eliminates the need for having to type in lengzhy
patzon data, 1tem data and the transaction symbols (e.g. /C0O ox /CI}). By
wanding over a coded version of these same data, ILS users will not experience
. the problems associated with miskeying this important infsrmat:ion.

To i1dentify an item using the barcode scanner, the user must Zixs%t be sure
- that ILS 15 prompting the user with ITEM. At this point the usexr must put *the

. point of the wand on the barcode label, and movae the point of the wand
- over the pattern of black vertical lines. It does not matter if the wand moves

?! from the lezZ% %to raight side or vice versa. Sometimes it helps if the wand is
g ) held dirxectly over the 1tem, instead of at a slant *he way one would hold a
- rer. It 1s not necessary to scratch the barcode label. A licht smooth stroke
}. 15 all %tha% :s na2eded. Once ILS has recognized the i1*am, 1% w:ll respond by
3 beeping once. This 1s to say, “I recognize this z2teml|“

. IDENTITYING ZTTIZIMS WITHGTCT A BARCODE SCANXNER
*’ B It 15 sonetines the case *that us2rs eithar canno*t 2r 20 no=< wan®t <5 Usa *he
. - 23 -
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I barcode wand. Undexr these crrcumstances users may instead access the ILS "
- Mas=Tezr Bibliogranhic Fale <through aliternate options. In response to the promr=<
3 ITEM, enter ? and a carrrage retuzrn. ILS will display 8 access options and an
. additional copIticon which afizxes short messages to an item zecord. They are 4
F {NOTE: ONCE YOQU'RE DTONE READING AN ITEM IDENTIFICATICN OPTICN
’ INTZR A 'T' AND A RETURN TO GET 3ACHK TO THIS DISCUSSION)
! Y. IID#= Item Identification # 5. TK = Title HKey
" 2. Al = Author 7. AT = AuthorsTitle Key
- 3. CA = Call XNumber 8. SE = Series
4. IS = ISSN/ISBX 9, MI = Message (for item Jjust entered)
5. LC %= L:brary of Congress #

2.6.4 Identifying the Patron

Any and all ILS functions invoelving patron data require that the patron be
accurately identified 1in the ILS. A patron may be identified by either wanding
the bkarcode on his library card, or entering the egquivalent barcode nunmbezx

or *he patron's last name. (If the wand is not used, enter the patron's laszt
name instead of the baxcode numbexr to avoid typing mistakes.)

PATRON IDENTIFICATION OPTIONS

NAME-This is *the most common way to entexr the patron data. Enter the full last
name or enough charactexrs of the last name to narrow the list down sufficiently
to display the desired patron entry. If there are more than 5 matches, ILS will
say (THERE'S MORE) and the user may then press F or B to view additional
entries that match. If the 5th entry seems to be the coxrect one, press F to he
sure that the 6th or 7th ones are not identical names. To see more information
for a patron in the lis*t, enter D followed by the :index numbexr beside <he

patron's name. For example, if you had a list like:

! JONES, JOHN
JOHES ., JCHN
JONES, JOHN
JONES, JOHX
JONES, JCHN

[ — e X
- Biai Bl = B e Bl )

and you wanted %to display more information from John D. Jones' record to selec*
the correct entry, you could enterx b2 orx D3 *to view further information Zzrom
the patron retord to accurately identify the patron from the list.

+
Q

Once you're sur

hat you've found the correct entry, enter the index # wh
appeazrs 1n the st

column in response to the prompt PATRON:.

e t
fix

1s equivalent to the bar code cecrnfiguration which

ary card. It 1s made wup ¢f numbers and cther
med 1nto a pattzrn c¢f <hichk and *hin lines an
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.
wand or type in the patron name whenever possibdble, thereby nminin_.zing xhe
chance of a typing 2rxor.
PATRON RIGISTRATION - IZ the patzon s not alrxeady registarzad 1n <he »a
l:s+%, 2% will be necessary to enter his or her patzon 4a%ta 1n%o The sys
sefcre any *ransaction c¢an te rzcorded into ILS. Local ILS s may 4=
“n21r cun procedures Zorzr gathering ratron i1nformation, 2ut%inz 1% 1n=o
sys5%&n at sone later time. For a fuller discussion o pa<ron rzgisiraticn
r2Zer %o *he path PATRON REGISTRATICN. Znter /PR to ge* %o =this discussion

’ 2.5.58 ILS System Glossary

{

- The ILS System Glossary functions to provide users with an on line dictionazxy

- of Xey concepts and terminology used in ILS discussions. This glossary =:s

access.ble from any subsystem within the HELP System. Local ILS sites may wish
p ~o add additional vocabulary into the glossary, oxr redefiine some o0f *he

tons given. This may be done in Help Main%tenance using %the ins%ructions
(edit glossary) or A G (add to glossary). For a more detailed discussion

-
pEDs il

-

b o worK with the glossary see section 3.5 of the Help Maintenance Manual
WorRkRing in the Glossary.

To look up a term in the glossary, enter GL in response to the HEL? prompt
CHCICZ >. ILS will reply ENTER THE TERM TO BE DEFINED. The glossary will accepd
2r1+her a full or truncated word. If there should be a match to more +than one
word, I1LS will display all the words that match. The user may then select by

1d 4 the desired term. ILS will then display the definition for that tezm, and
=1l asr the user for the next term to be defined. To return to HELP, enter a
up arrow) and a return. ILS will redisplay the exact screen where you were.

>

—~ }

Z2.6.9% HELP System

e
920811
tt

AILP System is an on-line, computer assisted tutuorial designed to =e
arv staif how t» perform any subsystem function within ILS. Ussxrs nmay

rncreasingly detailed information about any subsystem by traveling along
sulsystem path, selecting from the options given at the end of each para-
eh, or they may trave. across subsystem discussions by entering folloued

;
che nnemonic of a Jifferent susbsystem. The subsystem mnemonics axs:

jos
3
3]
Al

2NN N |
by

.

123
"o
I

Ve
s
I

~

1]

“dministrat® ‘¢ Subsysten CS = Circulation Subsystem
A 3 = kibliographi+« Supsystem SCS = Serials Control Subsystem

- To vieu HELP text for a-s ¢f the above subsystems, enter / folloued by *he
appropriate mnemonic.

,! . 2.6.7 P3 Overvieuw
. Tha B3ZIMT 3ARCODE procedure permits authoriced users *o5 orint barcods
%z2ms5 cr patrons. Ysually a barcode label will e produced for an i1<%e
“he MNILWL? CMTALCGED ITEM procedure and a label will ba produc=d fcxr a
. Lring PATIECN RIGISTRATICM. Zf a duplicate label 15 needad, FR2IMT 222
! . mrodiuza 1t Zor 1%tems uwhich have records in the Mas*tar Zibliozraphiz 7

- 25 =~
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' or patrons already regisitered In the system. A
_ PRINT BARCCIE grves the us=2r 3 aliternazives

- I - Will praint a defined item o

H\

P = W1l) prant a defined patron.

E - Will s*%ar*%t batch printing.

. rfor HILP? on *hese choices enter 'F' and a RETURN.

i 2.6.8 P7T Ovexvieuw
PRINT TZIMPORARY LABELS permits authorized users to produce *texporary barcode
lakels using *he »axrcode printer. Temporary labels would normally be used
when a library is f1rst converting 1is records *to machine-readable form oz

, 1% the library wishes to circulate an item before 1%t 1s processed. A

- temporary latel might also ke used on a booK obtained through inter-l.brazy

h loan

;

- A temporary label is a barcode label that contains only an identificataion
. number. The Lbarcode printer will produce two copies of each label, one
for the 1tem and one fox the 1tem card.

Press 'F' and RETURN to get to Step By Step procedures foxr PRINT
LAB

TEMFORARY

2.6.9 DE Overview

r. CETAIL zequires users to choose between the ON and the OFF setting, each of

ﬁ. which is explained below.

;: If you choose ON - IL5 will display all options at each point in *he session.

[ If users are exrerienced (they usually DC NOT have

P the options displayed for them), choosing ON w:1ll mean that
ILS WILL DISPLAY ALL options for the current session. The

t‘ next time these users use ILS, the opticns will not be shocun

v,

¥ If you choose OFF - ILS will not display options Zfor each point i1n the session

> - If a user 1s an i1nexperienced user, (they usually DC have

' “he or%tions displayed for them) choosaing CFF w2ll meza “nat
IL5 WILL NOT DISPLAY ALL options for the urrent session :
The next time these users use IL3 the opticons wi2ll 22 cioun

N2TZIZI: TO parmanently Yeverse a user's experience Level see ELNPEFRIEN

(@}
t

[ 4'. 4..' .

.!‘
[}
[P ]
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selection options avalilabla at eve:r

very 2asily.

rect time or date,
you are in the midd

To f£ind out either the cox
(the 7 is only necessary 1

IZS will respond by displa the ., surrent dazt2
remain on the screasn for s=zveral seconds; +than ILS
to the last transaction heifore going %o TIMZ & DJaT

Nth
v

3

R

T,
Pote

2.6.10 E¥ Overvieuw
TXPERIEZNCE records e2ach use2r's 2xperience lavel using LS It .s

g usaz's password and c¢an only b2 set by *the sys<en admninizs=razo:

b EXPERIINCE settings:

F . 1. EXPERIENCE=QFF - This option i1s Zor users wWho ara not ewpez;en:ed with

s With EXPIZIRIENCE=OFF ILS w:ill automatically list +he

i selection options available at eve'y point zn ILS

2.EXPERIENCE=0N - This option is Zor users who are experienced wi*h ILS.

+th EXPERIENCE=0ON ILS Ulll not automatically lis% the

Y 2o0rn< in ILS.

NOTE: Experienced users may still view ILS options at any point by entering
? followed by a return. Should it ever become necessary 1o tamporazily reve
a user's experience level, DETAIL can be used. For mors information on DJITA
enter /DE.

2.6.11 TIME AND DATE

THE TIME & DATE option tells the user the corxrect *tine and current date

as 1% is Known within the ILS computer. The computer has a buils ia clock
and calendar, and it can supply users with the corrzct t me and date

ot of
| S
Q ®
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3 DETAILS CF ILS FTLUXNCTIONS
3.1 DETAILS OF SUBSYSTEM FUNCZTICONS

———

The next section prov:ides a et
subsystem. Thz subsystams an

which <herr Cvervi.ews asreared in thsa
intended primar.ly Zor reierenca wher

led exrlanation of

Frececding sectxon.
explicit

detali each
é@ functions are described
e
e

A & a3

functicn
in the same ordex
This section
instructions are nesded.
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3I3.I0GRAPHIC SUBSYSTEIN

35S INTRODUCTION

1 3I3LICGRAAPHIC SUBSYSTEM

The Bitl:iographic Subsystem 1s a collection of Zunctions uwh

authorized users to build and maintain the Master Bibl:ographic

and assoc:ated authozity files and indexes.
AVAILABLE INFORMATION
1. BS OPTIONS
2. GLOSSARY FOR THE ILS SYSTEM
for more information, select the number for the appropriate

4.1.2 BS OPTIONS

The 3:bhliographic Subsystem functions, which allow authoriced

create and maintain bibliographic¢ information, aze:

{. TAG ADD/EDIT 7. LIST INMDICATORS 13. 2 M
2. 3SUTPUT TAGS 8. PROCESS OCLC TAPE a3z _IT
3. FIND WOERDS IN TAGS 9. DISPLAY TAPE OUTPUT 153. D A2
4., FRIORITY GRCUPS 10. WORKSPACE ADD/DELETE 16. G FU
5. GELECTION STRATEGIES 11. EDIT WS PRECORUS 17. T RE
6. IZINDICATORS ADD/EDIT 12. NEWLY CATALOGZD ITEM 183. AUT TY 3
19. BI3LIZ2GRAPH
For HIL? with any of these functions, enter *the numbex:
4.2 3IBLIOGRAPHIC ADD/EDIT
4.2.1 3I Qverview
BIZ2LIOGRAPKIC ADD/EDIT allous users to input bibliographic reccrds locally
using a flexzible online ca%aloging wezk <orm. This Za2atura avala
and 1s nat opera%icnal as of July 1981, Un%til this ~capatb:l 4
Zibrazy staff should usa2 *tha NIULY-CATALSGEID I7IM Zunctneon i
- 20 -
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4.3 TAG ADD/EDIT

The TAG ADD/EJIT function enables authoriczed wusezrs %o ATD a5 of
MA2Z tags c¢onzained in ILS or to EDIT <the 1157, For inzZor L gxeater
detail than can be provided here users are refarred *to L. L. Con=zzac
Repors CTR 80-322. “A USER'S GUIZEZ TO MAINTRAINING THEZ =AcTE CGRAPHICT T
OF THE INTZIGRATED LIBRARY SUSTIM by Candy = Andarson, ™ rmoration
AVAILABLE INFORMATICN

1. Overview of TAG ADD/EDIT

2. Step by Step Procedures For TAG ADD/ZIDIT

3. Special Features for TAG ADD/EZIT
Plazase enter *the number of the type of 1nformaticn you des.xe:
4.3.1 TA Overvieuw
ILS contains a list of all tags curzently recognized as »art of the MARC
recoxrd. The TAG CREATE/EDIT function enables authorized uLsazs =<2 ADD <o
the list of MARC tags as new tags are authorized or =-o creaztz local <a3zs
as neecded using the range of tag 'numbers' Zrom AAA-IZZZ. TAG CREATI/EZCIT

also allows authorized usexrs to EDIT existing tags.

For more HELP with CREATING or EDITING tags go FCRWARD to S4e» 3y Step.

For more information on the AAA-TTZ %tag '‘numbers' go FORWARND tuice %o
Special Features.

4.3.2 TA Step 3By Step

The TAG CREATE/EDIT option enables the user %o:
1. Create a Tag - Add to the list of MARC tags con%tarned in ILS.

2. Edit a Tag - Edit an existing tag or subfield.

Each alternative has 1ts own step by step procedure.

For more HELP enter the numiexr o0f the desired choize or FCEWARD <o S5P2ICIil
FZATU2ES:

oot
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4.3.2.1 TA Create

To Create a Tag in

OCLC TARAPE PROCESSING,

ILS will prompt:

MIIS NODEZ:

INDEXED? KO/

4 REPEATS 7/
v

I1S will prompt:

USED LOCALLY? YES/

SUBFIELD CODE:
NAME:

TYPES:

INDEXED? NO/

ILS will prompt:

VALIDATION CRITERIA:

SUBFIELD CODE:

select

LRI TP ST U U U YA YW W YOI PGP "SI, s ek

Tag

ILS list the user should enter the function '0C' for

Usexr should enter:

3 dig:ts or 3 alphabetic characters not currently
used in the MARC format.

Name o%f the new tag (up to 60 characters).

oxr 2 character printable ASCII symbol (I, %1).
If£ PETURN is entered, the MIIS node 15 to

the tag number (050,245,etc.).

'Y' for YES or RETURN for NGC.

Any number from 1-99.
User should entex:

'N' for NO or RETURN for YES.

Lowercase lettexr which may have a subscript added.
(a, al, a2, d)

Name of the new subfield (free text up to 35
charactezrs).

Any corbination of the digits 1-6. These correspond
to the following item types:
1. Serials 3. Audiovisual 5. Music
2. Books 4. Maps 6. Manuscripts
'Y' for YES oxr RETURN for NO.

User should enter:

Authority foxr the existence of this subfield (free
text up to 80 characters).

ILS will nouw repeat the procedure for adding a
subfield code. If the user enters a RETURN hexe
ILS will prompt:

The user may now begin the process again and c¢reate
another tag or enter RETURN and ILS will prompt:

The user is now at the first step of COCLC TAPE
PROCESSING.

ST WO Gt I P e

the option 'T' and follow this sequence cf steps.

DT T Y Ger
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4.3.2.2 7A =dit a Tag

To Zdit a Tag i the ILS list the user should enter the funciion '9C' Zoxr 3CLC
TAPE PROCISSING and selact the option 'T', ILS will promp% T2G3: and %he wuser
should enter the 3 characters which identify the tag (030,245,2%c.) Zus wiil
display the complete header of the tag and the first subZield. For enample

} OCLC TAG: 350 NAME: SUBSCRIPTION / BIBLIOGRAPHIC PRICE

h-

‘ MIIS NODE: “2¢ INDEXED: NO # REPEATS: 1 LOCALLY USED: YZIS

8 TYPE

- SUB (1) (2) (3) (4) (%) (6)

: FLD NAME SER BKS A/V MAP MUS MAN INDEX LOCAL

- a SUBSCRIPTION PRICE Y Y

xxx%x ENTZR COMMAND >

The user may press RETURN to display the next subfield code oxr choose one

]
b
. of the 8 options below.
J
b.
. 1) - to Edit Another Tag 5) I to Index on this Subfield Code
y 2) E *o Edit Subfield Data 6) D to Deleta this Subfield
N 3) H to Zdit Heading for [this] Tag 7) N to Input a Naw SubZield
L 4) L to Set Local Usage 8) A to Select Another Subfield
-
o
mora HELP enter the n ter of the desired option:

4.3.2.2.1 TA Edit Another Tag

The '-' option of TAG CREATE/EDIT allows the user, while still in the edi*
mode, to move to another tag and edit it. ILS will display the tag headar
and the Zirst subfield and prompt ENTER COMMAND>. If the usa2r aentexs '-':

 RMAAAR IR N suLs s NN
R
[+
e

ILS will prompt: User should enter:

LIST TAGS FROM 000/ ILS allows the user to view and edit a saries of
tags. Enter the first tag number here. (2.g. 050)

THRU 22Z/ To view only one tag, enter the same number heze.
(ie. 050). To view several tags, enter the number
of the last tag in the series (e.g. 050 means =zhat
ILS would display all *tags £xzom 050 %o 030).

Jord
o
[%]

will display the first tag header and its £irst subfield. The user .5
tn edi*t mods and may choose one of the 8 editiny op%ticns.

(g A8 S T R e
.
l:

- 33 -

rTeve X,

Cemaa M e Al A aiaa m A s e e A e At aratlalaata o oa AN a e e _m_m_a_a_m_ - .AAJ



R A

4.3.2.2.2 TA Edit Subfield

The 'E' option of TAG CREATE/EDIT allows the user to edit the subfield ccdes
within a MARC tag. ILS will) display *he tag header and the firs*t subfield
code. The user may enter RETURN to move to the next subfield, 'AR' to skip

to another subfield, oxr 'E' *to EDIT the subfield displayed.

ILS will prompt: Usexr should enter:
SELECT ELEMENT OF SUBFIELD TO
BE MCODIFIED > 'D' - to DELETE the subfield
'N' - to edit the NAME of the subfield
'T' - to edit TYPE codes
'I' - to edit INDEX £ield
‘L' - to edit LOCAL USRAGE £f1ield

For more information on these 5 options, press RETURN:
'D' - allows the user to DELEZTE the subfield. When 'D' is entered ILS displays:
DELETE SUBFIELD CODE la,c,cl1] FOR TAG [this tag #]? Y OR N >

If the user enters 'Y' ILS will delete the subfield and display:

SUBFIELD CODE [a.,c,cl1] HAS BEEN DELETED FOR TAG [this tag #]

K If the user attempts to delete the only subfield for a tag, IL5 will ask
- i1f the entire tag is to be deleted. A tag cannot exist without at least
one subfield code within at. _ D

'N' - allows the user to edit or change the NAME of the subfield. When 'N' 1s
entexed, ILS will display the name. Considex the follow:ing subfield error:

NUMBER OR NUBEPATION

ILS will prompt- User should entex:

N REPLACE> 'UB' - notaice that, to remove the 'B' from NUBYXRARTIZM,.
the user must 1dentify which 'B' 1s “c¢ be
- replaced. There 1s only one 'UBR'

- WITH> 'UM' - this will firaish the preccess and converst
NUBERATION to NUMERATION.

'T' - allows the user to edi*t the TYFE codes ILZ wi1ilil display *he *“yre ccodes
to which the subfield curren+tly aprlies IL3 wi1iili *hern premre RLrLACL =
and  WIT ». The user chould follow tihe sure procedurs as -y '"M' auroe

- Yy -
T b .« . # Y - .
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*I' - allows *he user *o change

SUBFIELD IS PRESENTLY SET TO 3%

XQRX

SUBFIELD

'N' will remove the 'Y’

IS NOT NOW IMDEXED-ENTER

IND

Z TO

'7' will permit this subfield c¢ode to be

enter

SUBFIELD
LocAaLLY -

la,c,c1]
ENTER N

XQR*¥

SUBFIELD la.c,c1)
LOCAL USAGE>

'N' will remove the 'Y’
INDEX column.

'Y' will add a 'Y’

For

4.3.2.2.3 TA Edit Heading

The 'H'
MARC tag.

ILS will prompt:
INTER COMMAND>

SELECT TAG ELEMENT TO BE CHANGED>

information on editing tag header data

Userx

VH'

UittmiH 3 X

- -

For more information on these 6 op%tions.

'N' - allows the user to ed:it or zhan
2ntexrad, ILS will display *hz n

LN T I JOIY DR -l ey

e the NMWWMZI oZ

o -
Qs

ZNDEX

LB

the INDEXED se*ting.

EXEZ-INTER

NAMED ([name of subfield] IS NOu
TO ELIMINATE LOCAL USE>

IS NOT CURRENTLY USED LOCALLY -

THTS

IL.s

N T0

indexed and
YES in the INDEXED field of the tag header.

allouws the usexr to change the LOCAL USAGE setting.

to the LOCAL column of the tag.

. T
Lot

~r =
-

and RETURN.

option of TAG CREATE/EDIT allows the usar to edit

should enter:

in the INDEX c¢olumn of the tag.

the
<he headexr oz the
]
the header agaxn.

- ILS will display

- to

Press

Tor

eait the NAME

edit
change
edit
change

TY DT

Sl L

tha

the RET

the
the

RITUAN:

Andolododndnd o8 o0

D
L
b

<

the MIIS

,
NI

E
0
a

. '
Wlaa

ENTER2 ¥ TO SET

in the LOCAL column of the tag AND a 'Y' in

A
c
g

)

b}
—-1aA

of “he tajg
NODE
ZXED se*tting

AT count<

AL USAGE switch
altogethex
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SUBSCRIFTION / BIBLIOGRAPHIS PRI

|

ZLS will promre Jeer should enter:

AZPLACE> 'IS' - notice that, to remove the 'S' from
BIEZLICGRAPHIS, the user must 1dentify
whzch 'S' 1s to be replaced. There is
only one 'IS'.

WITH> 'IC' - this will finish the process and convert

BIBLIOGRAPH to BIBLIOGRAPHIC.

'M' = allows the user to edit or change the MIIS NODE. ILS w:ll display the
MIIS NCDE and then prompt REPLACE>. The user can follcw the seguence
described abcve.

'I' - allows the user *to change the INDEXED setting. ILS will display:
TAG [this tag #] IS PRESENTLY INDEXED-ENTER N TO ELIMINATE INDEXING>
*Op_*
TAG [this tag #] IS NOT PRESENTLY INDEXED~-ENTER Y TO PERMIT INDEXING>

If£ the usexr enters 'N' ILS will remove any 'Y's in the INDEX column of
the tag.

If the user entexrs 'Y' to permit indexing, ILS will automatically enter
a "Y' in the 'a' subfield. The user may eliminate this 'Y' by editing
the subfield data (press 'T' and read about option 'E' on editing}.

'R' - allows the user to change the number of REPEATS. ILS will prompt:

TAG {this tag #] HAS [1] REPEAT, ENTER THE HEW # OF REPEATS >
The user may enter any number from 1 to 99 oxr a BLANK for a non-
repeatable tag.

'L' - allows the user to change the LOCAL USAGE switch. ILS will display:
TAG {this tag #)] IS USED LOCALLY AT PRESENT - ENTER N TO ELIMINATE
FURTHER LOCAL USE>

*op_‘(

TAG [(thxs tag #] IS NOT USED LOCALLY - ENXTER Y TO PERMIT LOCAL USAGE>

'D' - allows the user to DELETE a tag £rom the ILS list. ILS will prompt:

YOU WANT TO DELETE TAG [this tag #] ? ENTEP Y OR N >

If the user entexs 'Y', ILS wxll respond:
TL% ithis tag ¥) HMAC PEIN TILETED
- 36 -
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T information on editing subfreld data press 'T' and REITUIN.

©
rt

of TAG CREATE/VEDIT allows the user %95 change %he L2CAL ¢olumn
frxom 3LANK (not locally used) to Y (%this subzZ:ield locall
not Wwork in the other direction. To eliminate local usage of a

supfield *the user must choose the 'E' option.

Tf *he user en+texrs 'lL' %o ndicate local usage., ILS will entexr a 'Y' :in

the LOCAL c¢olumn of this subfield, display the revised subfield, and rrompt
INTEZR2 CONMAND ». The user may :hoose another op¥tion or prass 2IZITURN +o move
to *he next subizeld.

4.3.2.2.5 TA Index on *his Subfield

The 'I' ovption of TAG CREATE/EDIT allows the user *to change the INZEZX setting
of the subfreld from BLANK (not indexed) to Y (this subZfielid indexed). It will
not wozrX in the other direction. To eliminate indexing o a subfield the user
must choose the 'E' option.

If the user enters 'I' to permit indexing, ILS will enter a 'Y' in the INDEX
column of this subfield, display the revised subfield, and prompt ENTZI?
SOMMAND >. The user may choose another option or press RETURN t) move to +he
next subfield.

4.3.2.2.% TA Delete This Subfield

Tha ')’ option o TAG CREATE/EDIT allows the user to delate a subkfield Zfrzon
“he I.S list. IL5 will display the tag header and *the first subfieldi. The
user may press RETURN to move to the next subfield or 'A' Lo skip %o anozher
subfield. I£f the user enters 'D' in response to ENTER COMMAND>:

.S will prompt: User should enter:
DELETE SUBFIEZLD CODE la,c.cl1] FOR
TAG [this tag #]? Y OR N > 'N' - allows the user to cancel

the deletion.
or

'Y' - subfield is deleted, ILS displays:

CYAFIILD CCZI la,¢,cl] HAS BEENXN

FC2 TAG t+his tag %)
2nly one subfield code associated with %*he *aj teint edr*c’ an-
~2mpTs to delete 1%:

'R aRnl
1
3

- 37 -
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romop*:

4

1S uz

(X}
"3

THIS IS THZ CNLY SUBT
[this tag #). CEILEITE

TAG [this tag #] HAS

4.3.2.2.7 TA Input

ILS will prompt:

SUBFIEZLD CODE:

NAME:

f o
(V3]
(8]
t)
o~
vl
bl
(2]
m
v
o
a
o+

modes, %o meove o oanco
sulileld i -4

- AR -
IL0 will promrpu:
P T Y M. . A - . B i B W

BEEN DELET

tion of TAG CREATE/EIDIT
tag. The user should entex

S wi2ll display *he neuw
he new subfield,
s¥i1p to anothexr subfie

t1
o

New Subfield

Usexr should enter:

Lowercase letter which

fa, ai, a2, d)

Name of the new sub

characters: .

Any combina<t:
to the following

1. Sex
Beo

"

wvow
[
n

(o]
el

-
th
o]
[a ]
vl
t
[}
O
"~
”

"

o+

vh
N

sukbfield P
press RETURM <=2
id, or en*ter '
Ano*ther Zubfielc
FEXTEV/EZIT al.ow
ry cgurilell an
-y -—~‘—' Ty =T ':—
Leey snoull e
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- SU3FIILY ZCDE: Subfield code 1 lowezcase

the subfield zegua2sted and a

cially useziul when editing a <37 w
2.3 TA Spacial Features
T.LS allows usars to crea%te *ags using %*ag 'nunmbers’' 22
tags can c¢ontain any information which the lidrary uwis
<ha 1tem record. Tajys may conhtain cataloging rnformat:
nardwaza and anatomical models or dextailed reccxrds <f
592%3 and art objects.Thase <agjs may be cr2atszd In
using *the TAG ADD/EDIT Zunction o the Bibliogragnic S
_ET')_
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The 2UTPUT TA5G5 0Ty 2 authecrized usexs %o d.splay or
prLnT snicrmation Zrem nilbl in the Izem Tag Jicticnaxzy
AVAILADLE ILNFCRMETICN
. CT Duervieuw
2. 2T Step by Step
3. 07 8Sprecial Features
For more deftarled HILP, press =the number of the desired opition
.41 CT Cvervieuw
The CUTPUT TAGS (CT) Zunc*tion allows authorized users *o disvlay or
vraint cut infcrmation frem Dibliographlic tags in the Item Tag Dic*tionaxy.
The gntilre DJictionary or selected poxrtions may be displavyed. For each
<ag specifizd, a chart of nformation about that tag is displaved, in-
¢luding such informa<zion as the taz name. whether 1t s locally used,
1 1t s indexed, % of repeats per recoxd, the MIIS node, what all i1ts
valid subfields are, and f2r which *ypes of materials each subfield is
approprilaze Tor more wnicrmaticn abourt the Item Tag Dicticnary, sec
*h2 HELP? tewuwt £or Itenm Tag DJxrctronary in *he CTICTICHARIES (DC) function.
.42 0T Step By Step
Upron en%exring 27, ILS disrclays
PRINT TO ZIVICEI: Cr/ User enters <Refturn> for 0, indicating that ou“tnut
will be l1isted a*t the *terninal which the user 1s
prresently using Any other output device may lte
sndzcated by enterang :ts device number.
In *he I%*em Tag Dictionary. tags are arranged as follous numeric tags in
inczeas:inyg numeric order, follcwed by alpha tags in 1increasing alpha ordexr.
I1S pow premris the uss: To speciiy which tags to list
LIST FRCHM TAG: JO02r User enters <PReturn> to begin listing tags stariing
with *asg 000 (1.e, the £i1xrst tag). To begin
listing with some other tag, user enters the
three character tag code.
LIST THRU: ZZZ¢ Jser enters <Return> to indicate that tags should be
li1s*ed through tag ZZZ (ie., the last tag).
To indicate <ha* isting should stop at a specified
*as. user enters the three character code c¢f the *tag
at which listing should stop.
I.2 now asksz the user which category of tags shes/he wishes to list.
LICT IL5 TAGS CNLY. 2P NOM-ILS TARSS COMLY. OR ALL TAGS? (I OR N CPR A
. oo o' TY te L ™' te list only non-ILS taocs.
4 ) oo lLioToall 3 UL eUviCcUSly syecifiled. ILE Then
LLITLAVS & sLart TI iarr Ta6g cpeci1ilas




QCLS TAG 109 NAME: ESTABLISHEID HIADING - PZI2SCNAL Mavu:
MIIS NODE: ¢ INDEXED: ¥YZS # REPEATS: LOCALLY USZD: Y=s3
MATZRIAL TURE
SUB (1) (2) (3) (4) (3) (%)
FLD NAME ) SER BKS A/Y MAP MUS MAXN IND2ZX LCCAL
a HAME ’ Y e 7 b4 b4 Y b4
b NUMBER OR NUMERATION 7 4 e e Z K z Ve
c TITLES AND OTHER UWORDS ASSOCIA Y 7 7 b4 by 4 K 2z
d DATES(S) 7 b4 b b 4 4 7 b4
2 RELATOR 14 e b4 b b4 by Y
(etec. for rest of subfields)
4.4.3 OT Special Features
As of 3781, there are no Known Special Features of GCUT2YT TAGS




0

e nAIEREALE S . A Ounus

——

) S

ey

Do TR

or more detailed HZILP,

4.35.1 FW Cvervieuw

The TW Zunction (F
the Item Tag Dictionary
name oxr in subfield nam
of all *ags cor=aining
names con%tain the word
Dictionazy, see HELP te

4.5.2 FW Step By tep

Upon entering FW,
saarch for. ILS then al
al search terms and uti
number of Booiean opera
user to 1nclude or excl
the zelationship cof the

SEARCH FOR WORD:
OR WOED:

AND FCR WORD:
0R UWORD:

AND MOT WOPRD:
OR VUWORD:

SPECIFICALLY INCLU
FOR TAG x SPECI
SPECIFICALLY EXCLU

Using the specifie
operators, ILS searches
foxr any litexal match,
user searches foxr 'TI',
contain *he word 'TITLF

Ha 10

and Werds 1n Tags) allows authorize. .sers %o search
. -

for tags containing a srecified word(s) in the ac
es. Thus, 1t 1s useful for pulling together a list

a common woxd(s}), e.g.., all *tags whcse tag or subifield
‘date . For more iniormation about tne Item Tag

xt for the function DICTIONARIES.

ILS first prompts for the word which the user wishes *o

lows the user to refine the search by entering addition-

lizing the Boolean operators OR, AND., and AXND NCT. Any
tors may be used in a search. Lastly, ILlS alilc
ude specifiic tags in the output display, regavd

tag *o the actual search terms entered. ILS

In response to each
prompt, user enters a
word If a partaicular
Boolean cperatcr 1s no*
to be used in a part:icula
search, the user enzers
DE TAG: <Petuin> *o progress %o

FICALLY INCLUDE SUBFIELD:
DE TAG:

the next category untal
search specification .s
complete.

d search terms in the manner speci:fied by the Roolean

13

searchang, ILS displays:

el IR WA RO RN
LA v d

the Item Tag Dictionary to locate matches. ILS loovs
even 1f 1t 15 embedded 1n a larger terrm. Thus. 1Z the
IL5 will display all tag and subiield names wi ol
' or '"INSTITUTICN' ‘and maybe othexrs). while LS
e t*ag number and *ag nare arse dicrvlavad I othe

te
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match 1is a subfield name, *that subfield c¢ode and subfield name azes also
displayed. After the search in complete, the user is promrzted <oz a
new search term.
4.5.3 fW Specral Featuzes
As oZ 3781, there are no Known Special Features of *the FW function.
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bliographic information may appear in several different
numbers in tags 090,099 and 150. The PRIORITY GROUPS
ry *o group these similar tags such that only one

om *the QOCLC tape and carried into the workspace Zor
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AVAILABLE INFORMATION
1. PG Overview

2. PG Step by Siep

3. PG Special Features

for more detailsd HELP, press the numhexr of the desrred option.

4.56.1 PS5 Overvieuw

Some 1tems o0Z babliographic information may appear in several different
0CLC tags. E.g call numnbers may be in tags 090,093 and 15¢C. Such a
set 0f *ags may be aincluded in a sinjyle Priority Group so that only one of
the <ags n the PG 1s actually extracted from the OCLC tape. ILS

e bxilrocrarhic infcrmation for an item from the OCLC tape
a £for the da*a 1n a specified tag order ('prioratized') or
by ex*rac*ting data from the first found tag ('don't care'). The PRIORITY
GPOUPS function allows authorized users to define these Priority Groups.
Thos definition consists of naming the tags which belong to the PG in
question and defining their praiority for selection (1% any).

Przority Groups influence the movement of bibliographic data from OCLC
tapvpe into a workKspace. Thus, it is during the creation of Selection Strat-
egies *that use o0f particular Prioraity Groups 1is specified.

extracts =th
in

4.6.2 PG Step Ly Step

Upon entering PG, ILS displays:
GROUP: By e2ntexring the appropriate response, user may choose to

1. Fdit oxr delete existing Priority Group (Usexr enters
GROUP#)

2. List all existing Priority Groups (User enters 'LIST')

3. Create a new Priority Group (User enters 'NEW')

For more deta>led HELP, enter the number of the desired option.

s
ik

rs ¢f Z78%', *h.s Ffurction does not worlk. Entexrana & GPOU
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™ ) ammn i 3 - . A
LS *o display '"??2?' and promp*t for another GR0UP%.
5.6.2.2 75 - List

Unon enta2ring '1IST' 1n response to the prompt '
all exis%*ting Priority 3zoups, including the number an
a=< well as =ne tags i1inzludad.
$.5.2.3 PG - Neouw

Upon entexing 'NIW' to the prompt 'GROUP:',

ILS ass=3ns the next
sequential number %to the new PG and displays:
GROUP: 'ass:igned number'
DESCRIPTION: User enters a descriptive name of 49 characters or lecs.
PRIORITIZE CR DON'T CARE: P/ User enters <Restuzn> £ %ass 1in the
PG are selected 1n a pricraitizad
order as indicated by the oxrder zan
which tags ara narmed belou Usax
enters 'D' forxr DON'T CARI 1Z it makes
no differance which *ag s actually
extracted. In that case, *he tag
with the lowest tag numbexr which
contains data is extracted.
TAGS: User enters the 3-digits tags constituting *h:s 2G, szparated
by c¢ommas.
i
4.6.3 PG Special Features f
|
|
As of 3781, there are no “nown Special Featuras o P3.
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The SITLIZICTION STRATEGIEIS (SS) £function allows authoriced usexrs to crea*a,
edit, l:st, and delete Selection Stratzgizs. Selection Strategies are us=d
to establish c¢riteria for extraction o zecords from a tage :=n%to an ILS

worksrace.

AVAILABLE INFORMATION

1. ST - Overviesuw
2 ST - Step by Step
3. ST - Special Features

For morxre HEILP, press the number of the desired option.

4.7.1 ST QOverview

Selection Strategies are utilized during the initial processing of
OCLC tapes, source authority tapes, or any other MARC tape. The library
establishes one or more Selection Strategies (SS) to define criteria for
selecting which recoxrds, and which fields and subfields fxrom those recozrds,
are strzipped off the tape and read into a workspace for furxrthexr processaing.
While a1n the workspace, records may be displayed andsoxr edited. Pecords may
+hen be moved from the workspace into the Master Bibliographic File (MBF),
according to *the tag definitions in the Item Tag Dictionary. Such an
apprxoach allows a library to: 1) optionally create subsets of records
rathexr than dealing with the total number of records on a particular tape at
one time, e.g9., in oxder to process recoxrds for monographs separately Zfrom
records for other tvpes of materials; and 2) *to read into a temporary woxrkspace
more information about a record than will be incorporated into the permanent
MBF, e.g., 1n order to looK at the full MARC record in the worKspace before
ioalding a possibly abbreviated record into the MBF.

The SELECTION STRATEGIES (ST) function allows authoriced users to create,
edit, list, and delete Selection Strategies (SS). An SS (1) describes the
bibliographic attributes and indicator c¢riteria of records to be input to
the workspace from a bibliographic or source authority tape and (2) describes
the elements (1.e., £fields and subfields) to be input from qualifying reccrds.
Bibliographic attributes include information in the fixed £fields, such as
status codes, type of recoxd code, bibliographic level code, recoxd complete-
ness code, and descriptive cataloging code. For more detailed ainformation
than can be presented in HELP, see Susan G. King's A Guide to Usaing the
Bibliographic Features of the Integrated Library System (ILS), MITRE Corpora-
tion, March 1980.

y.7.2 ST S*tep by Step

Upon entering SELECTICH STRATEGIES, ILS displays:

TIN ORUTHIRITY U/ If +*he user wish=2s to workr with Szlz
ior source adqthority reccrds on tare
- 4g -
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<Retuzn> for YES. IZ the us2r Wwishas =2 wor with
Selection Stratagiass Zor billiocraziic rzzcrdis on
tape, user enters 'N' Zoxr MO Th2 proceduras which
follow are similarxr Zor both tTypes o recozds,
although allowable responses To parsrculaxr JU2STLORS
may vary.
SELECTION STRATEGY#: Usex enters one of the following %o xndicate
which activity s/he wishes to perfozm.
1. SS% (User entexs '#'}. User may edit or delete the

specified SS.

2. SS#/DISPLAY (Usexr enters '#/DISPLAY’'). 1ILS displays all
the bibliographic¢ attributes and <tags defined
for this SS.

3. LIST (User enters 'LIST'). IlS displays the names and numbers |
of all defined SSs pertaining to the %*ype o0f recozd
specified above, along with the bibliographlc azttz:butes
of each. {

4. NEW (User enters 'NEW'). The user may creca%*e a new S3.

For more detailed HELP, press the number of the desired option.
4.7.2.1 ST - Ss#%

Upon entering the number of an existing SS, ILS begins to 11
information about that SS and allows the user to change >t 1Z desa
The following information is displayed:

INDICATCR CRITERIA?
NANE: (includes DELZTE capability)
STATUS CODE:
TY{PE OF RECORD CODE:
3IBLIOGRAPHIC LEVEL CODE:
RECORD COMPLETENESS CODE:
DESCRIPTIVE CATALOGING CODE:
TAG SELECTION:
FOR TYPE:

WO UTE W

For more detailed HELP, press the number of the desired cpt:ion.

4.7.2.1.1 ST-#-Indicators

Indicator criteria may be defined which
records. As of 3,81, this functicen opexates
STPATEGIES, so the following information may

. INDICATOR CRITZRIA? NO/ User enters <Rs*tuxn> £2: i) 12 ndicatcrx

- 47 -
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criteria are
fcxr YIS 1f s
criteria. I
numbexr of %
types oI ma*

not defined. User enters 'Y'

he wishes to define indicator

S thzn veraifies *he name ard
pecified SS and lists the

als i1ncluded ain that SS, e.g.,
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'NAME3' IS 1,2, This means that $S3, named
'NAME3' selects biblio-
craphic records of TVYPE 1
(serials) and TYPE 2 (mono-
graphs).

ILS then reaquires *the user to specify for which TYPE and which TAG s/he

is defining indicator criteraia.
FQR TYPE: User enters a valid TYPE. For bibliographic records, TYPE
may assume the following values:
(1)SER (2)BKS (3J)A/V (4)IMAP
(5)MUS (6)IMAN. For authority
records, TYPE may assume the
following values: (7)authozity
name/title heading (8)authority
uniform title heading (9)authority
name heading (10)authority subject
heading.
FOR TAG: User enters a valid TAG.
ONLY INCLUDE THESE TAGS IF...
iST INDICATOR IS: Usexr enters indicator value on which to select.
AND 2ND INDICATOR IS: Usexr enters indicator value on which to select.
ILS then allows the user to define indicator criteria foxr another TYPE and
TAG. When the user enters a <Return> in response to the FOR TYPE: prompt

to 1ndicate the ss/he is finished establishing indicator criteria, ILS
stores the indicator criteria in the appropriate SS and responds with:

L)

DONE} |

B

As of 3/81, it does not appear possible to display previously input
indicatoxr criteria. Indicator information is not displayed in the
S#/DISPLAY Zfunction, nor does existing indicator information appear
as default vaiues in the SS#% function. Also, when using the NEW function
to create a new SS, indicator criteria are not prompted for. It appears
that the only Jday to define indicator criteria is to first create a
SS using NZW and then to edit it using SS#. More work needs to be done
to make this Zfunction c¢cleaxer and more accessible.

Ww.7.2.1.2 ST-#~Name

NAME 1s a 80 character or less descriptive name associated with a
ILS displiays:

(%]
(%]

NMIME: 'rresent name'/s User entexrs <Return> to re*ain 'present nare’
or enters 'new name'.

The user may also delete the ent:rre SS at *this noint 1f dzsared.

- 48 -
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After ILS
dalatas t

dafained o

values arx

STAT

4.7.2.1.4

The
fixed £f1ie

[T I o S TN )

Ja
1

V)

X £ BN e Jpe B o S S |
1

language materials, printed (b1b ra2cords only)
language materials. manuscraipt (bxb rxecorcés only)
music scoras, printed (B1b rscozrdis »only)
mus1ic, manuscrivot (Lib records only)
mans and atlases, printed (bib records only)
maps, manuscrirpdt (bib records only)
mo>tion prcsuz2s and f£ilm {bab ra2cords onliy)
microform publications (b1b recoxrds only)
sound recordings, lanjugae or spoKen (brb records only)
sound recordings, music (b1b reczords only)
prLctures, designs, etc. L1b records only’
computer media (31b records only)
specxzal 1nstructional materials (h1b reccocrds only)
kits (h2h recoxrds oniy)
authority da*ta (authozity recoxrds only)
displays:

TYPE OF RECORD CODES: 'present string o codes'/ User enters <Return>
to rezTain 'rrasant
string of codaes' ox
en%ters 'naw sTtring
[ : Ne2W o Ccules
ax as an

- 47 -
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has displayed 'present name', use
he SS and znfoxrms <he user of =*hat

reccrd status code 15 a one-charac
roa Zirgad fi2ld of an QCLC oxr MART
2

previously partial record {(hi

new record
correctad or revised xecord
delet=2d record

vreviousliy CIP record (bib

US CODE: 'presen* status codel(s)'/
ratain 'presa2nt status codel(s)’
codes. Ced

If records

5
e

tyation, e.g.
[ the us

codes are ¢t
ST-#-Types

record type code 15 a one-charxacte
ld of an OCLC or MAPRC recorzd.

r entexs
faczt.

tex alphabetic
z o] z

liogranhic ra2
(bib and authorit
fhib and authority xe
(bib and authoxzity re
liogxraphic record

a User enters <Return> to
a oY entars a naw string ¢f shtatus
S ars enters as an uninterxupted sztraing without punc-~
)»]

with any of
er can enter

¥ alphabetic

Its possible val

'%3E

L
t
t
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coxrds only)
y racords)
cords)
cords)
s only)

the possible status

taT ot
Aol

code defined in a
ues arsa:
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The bibliographic level code 1s a one-character alphabetic code defined
in a fixed Zreld cf an CTLC or MARC record. I%ts possible values are:
a - analy*ic (bib records only)
¢ - ¢ollections (bib records only)
m - monograrhs ‘sincle nmonographis) "bi1l recoxrds only)
s - sarzals {bib records only)
* - authoriIy names/ti<le heading (authority records only)
L o~ authorzsty unifcrm title {authority racordés on.ly)
% - authoraity name £ ing fauthority records only)
y = au+thori%ty supjec*t heading (authoxrity records only)
ILS displays:
BRIBLIOGRAPHIC LEVEL CODES: 'present string of codes'”s Usexr enters
<Return> *o0 retain 'present string of codes' or enter
'new string of codes'. Codes are entereéd 1n a continuous
string without punctuation, e.g., acms. If recoxds with
any allowarble bibliographlc level are to be selected,
the user c¢an entexr 'ALL'.
4.7.2.1.6 ST-%#-Pec completeness
The record completeness c¢ode 1s a one-charactexr alphabetic or numerac
code {including *the 'blank') defined in an OCLC bibliographic record.
It 1s applicable ONLY %o bibliographic records; 1t is not applicable to
authority records. Its possible values are:
- £yll level: derived from physical inspection., all appl. codes input
1 - full level: derived frxrom LC cataloging record., all possible codes zinput
5 - partial level: full descriptive cat. by LC. no subject ca%t. or cliass.
8 - CIP: record creates from cataloging publication data |
E - OCLC :1den*txfied an error n MARC record “
I - 9CLC nput: all applicable codes should have been supplied '
S - MM)FRC g 0CLC retasins 1%t (probable error in LC card %)
o= CZLC n nct all arplic. codes have been supplied
. = nnn- non=LC scurce q
-0 iniczmatien iy OCLC rarticairant *
. - L 2 erroxr wn MLFZ reccrxd
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TLS displays:
RECQRD CCMPLETEMESS CODES: 'present s%tring 2f codes'/s lcezr en=ars
<Resurn> to retaln 'prasent sTtzing o3 das' »
'neuw string of codes'. Mew codes are
string of characters withou* punczua=
zrezords with any allouadls value Zor
<o be included 1n the selection procs '
$.7.2.1.7 ST-#-Desc cat
The descriptive cataloging code is a one-characier alphade<ic ccde {(:n-
cluding a blank) defined in a fixed field of an CCLC or MARC racord I+s
possible values are:
- record is in non-ISB3D form (bib and authori+ty racords:
1 - record s in £full ISBD form (b1b and authority rz2coxrdis)
p - record is 1n partial ISBD form (bib and authority xrecords)
r - record is in provisional ISBD fozm (Bip and authorzty rzcoxds)
t: ILS displays:
L DESCRIPTIVE CATALOGING CODES: 'present stxing of codes's Usexr enzers
- <Return> to retain ’'present string of codes' oxr entaxs a
n 'new string of codes'. Neu codas are entered as a continuous
p string of characters without punctuaticen, e.g., ' z2x'. Iz

recoxds with any allowable descriptive cataloging coie are o
be 1included, user can entexr 'ALL'.

4.7.2.1.8 ST-#-Tag selection

Mow that the bibliographic attributes
edited, ILS pexrmits the user %to e&dit the Ta

Unfortunazely, *this function does no*% appear to ovsrata 2r-Ta ] The
presen=ly defined tags cannot be displayed and di=ad fati:x, zTha
user 15 prompted as if entering new tag definitions. /30

4.7.2.2 ST - #/DISPLAY

Upon entering '#/DISPLAY', ILS displays *the de+
the specified Selection Strategy. The number and na
first displayed; then the bibliographic attributes o
are listed; lastly, for each type of matsrial (e.g.. s
R7/V¥) included zn the SS, each defined tag 1s lis%ted. =
the numbher of repeats allowed, and %hs subi:eld coiss s5:

3 @
1]
10w b

ILS displays:
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Jean antaring 'NTW', ILS estanlishes a new Zelac=wion Ctratazy,
assigns 1% +*ha appropriate sequeniial nunker, and pzo2a2Ts “wh: Li3er
Zor 1%s5 defining information. ILS dxsplays:
STLECTION STRATEIGY: 'assigned number'
COPY IXISTING 5S#%: If the user enters <Raturn> 2=
proceeds to prompt for nform
user enters the number of an
ILS provides the informaztion
SS as a default for each prom
enters <Retuzrn> to retain tha“
a new value.
NAME: User enters a name for the SS (maximum of 380 characters).
!
The user 138 then prompted for bibliographic attribuzes 2 zzcoxris ‘
to be selected. These include:

{. Status codes

2. Tvype of record codes

3. Bibliographic level codes

4. Pacozrd ccmpleteness codes

S. Dascriptive cataloging codes

ning the bibliographic attributes for selection, *h2 u
r which types of material records are %o ba sel !
9s and subfirelids are to be 1ncliuded.

5. Type and tag selection

For more dotatled HEILP, select the number of the desired op-icn
4.7.2.4.1 ST-NEZW-Status codes

The record status c¢ode 15 a one-character alphabketic code
da2fined 1n a fixed Zfield of an OCLC or MARC record. Its poss.bhls

values are:

a - previously partial record (bibliogzavhic razords only)
n - new record (bip and authority raceczrdis)
c - corracted or revised record (bib and authexzity xzecozds)
i - deleted zecorxd (bib and auzhecrzis, crzds)
p - previously CIP reacord (hibliogray L3 osnly)
I.5 displays
TTYTUL O Zo2E Ys2r antars =2 b Tt laTT
antered as an osTrLoto ool ot omn
- 53 -
13 ~ ot " P N Sy PP Y " ~ L 3 = N D] - _d




a

, wnTT e woth of 53 par
b ToiEs oare oo L , Tne user car entiz ALl
L T s 82 fate Tyre
L
4
The rzcoxd *type code 1S a cne-character alrhabetic code defined
frx2d fi1eld of an CCTLC ¢r MLEC record. Its vossible values are:
a - larsuage matezaals, printed (bib records only
b - language materials, manuscript {(bib records only
C - music scores., printed (bib recorxds oniy
d - music, manuscrirt (bih records on.y
& - maps nd atlases, prainted (bi1b records conly
Z - maps, manuscript (baib records onliy
5 - motTtidn picturss and Zilm (b1b zeccrds only
1 - mizreform putlications {bib recoxrdis nly
. - sound recordincs, lancuzas 0r spoken {bib records cnly
3 - sound recordings. music (bib records only
A = piciuras, casigns, =%c. (bib records only
1 - comrputer media {Li1b recoxds only
n - speciral 1nsTtrucsiicnal matexrials (bi1b re<coxds only
o =~ Fi1ts (bib reccrds only
= - authority data (authority reccrds only)
ILS displavys
TYPE OF RECORD CODES: User enters codes *to be included
in recnrd selection. New codes
are entered as an uninterrupted
string with no punctuation, e.g.,
abcdefcghiikino. I£ tha user wants
+5 2nzlude records with any oz the
4llowable codes, s/he can enter '"ALL®
Y4.7.2.4.3 CST-NEW-81h level
The Ziblicgracth:ic level code 1s a one-character alphabetic c¢code
in a Ziwxed f121d ¢f an OCLT ¢x MART record. Its possible values arc:
a - analytic (b1b records only)
c - ¢zilections (bib reccrds onlv)
m - moncoraphs (single monographs) (bib zeccrds cnly)
s - serials (bib recoxrds only)
<= = authority namestitle heading {authority records only)
L = authorifty uniform title (authoraty records only)
% - zauzherity rname heading (authority reccrds coniy!
y - aushority ursect headwing (authori=<y recozds only)

T - . g "™ P gy LWL D U G S S D . (O Y G Gy S«




. 323LIOGRAPHIC LEVEL CODES:
S I ST-NEW-Rec Conmpleteness

The record completeness code 1s a one-character alphakbeft:-c or nunerss
code defined Iin an OCLC bibliographic record. It s applicadble ONLY <o
hiblingzaphic racords; it is not applicable to authority records -4
pnssibl=s values are:

- Zull level: derived from physical inspection, all appl. cecéas inrucs
1~ £ull level: derived from LC cataloging record, all possibla conidias 1nnu=
5 - partial level: full descriptive cat. by LC, no subjec=t cat. or =zlass
3 - ZIp: record created from cataloging publication daa
T - 0CLC i1dent:ified an error in MIRC record
I - CCLC participant input all applicable codas should have been suppl:aid
J - UMNRC deleted record, OCLC retains 1t (probable error rn LZ cazxd 3
X = OCLC participant input sublevel: not all applic. codes have been suppiied
L - non-MARC: derived fzom non-OCLC, non-1C source
0 - order: record created from crder nformation by OCLL participant
W - CCLC system :1ndentified a possible errxor in MAAC record

ILS displays:

RECORD COMPLETENESS CCDES: User enters codes o0f records o5 he
salected. New codes ax2 snzered =n
in a continuous s5tring ci charac=ers
without punctuation, e.g., ' 13'. *-%
racords with any allcwabla wvalue for
s n record complataeness are o he rncluded,
user may . a1tex 'ALL'
4.7.2.4.5 ST-NEW-Desc cat
The descriptive cataloging c¢ode is a one-characier alrhalezic coda (in-
cluding a blank) defined in a fixed £field oi an OCLC or MARC zecord Its

vpossible values are:

- recoxd is in non-ISBD form (bib and authoxity racorxils)

1 - racord 1s in full ISBD form (bib and authosrity r=2coris)

p - record 1s 1in partial ISBD form (ba1b and authority racords)

. r - record 1s in provisional ISBD form (bib and authorr%ty zr=zzords)

ILS displays:
DESCRIPTIVE CATALOGING COCI-T:

A I M
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tTive cataloging code are to he zncluded,
user may enter 'ALL'
4.7.2.4.5 ST-NEZW~Tag selectxon
Now that *he biblrograshic attributes for selec*tion have been
entered, ILS permits the user tTo enier *he Tag Selection definit:ions.
including the *ype(s) of materials fo be selected., <the specific ds
and subfields to be xincluded, and the praiority groups., 1% anry, %o ueced
The tag definitions, *ogethexr wrth the bibliographic attributes, i~ i
tute the newly defined Searxch Strategy
|
i
] i
b ILS displays: ;
o TAG SELECTION:
t,' FOP TYPE: User enters code for appropriate type. (1)SER
(2)BHS (A7 (4)IMAP (5)IMUS (6)MAN (7)RUTHORITY
NAME/TITLE HEADING (8)AUTHORITY UYNIFORM TITLE HEADING
(Q)AUTHORITY NAMZ HEADING (10)AUTHORITY ‘UBJECT HEADING
PPIOQOPRITY GRCUFS FOFR THIS TYPE: Usexr enters <Return> fox NONE or <the
appropriate Priority Group Number(s).
o TAG: User en%ers a valid 3-character tag code. If the user wishes
b - to inciude tags as defined in tae Item Tag or Authoraity Tacg
- Tictionary, s/he entexrs 'ALL'. ILS copies the *tags, & rspeats,
and subfield codes from the approprarate Dictionary into the £35.
# REPEATS: User enters the maximal numbexr of repesats of this <ag
to be transferr:. from the tape into the workspace.
SUBFIELD CCLE(S): User ente.s codes of subfields to be selected,
entered in a continuous string of characters
wxthout punctuation.
TAG: User enters code of next tag.
# REPIATS:
SURFILLD CCDE(S):
- - ETC. Zor rest of ltags selected for this type.
a8 FOR TYPE: User enters code for next type of matezial.
| PRIORITY GROUPS FOR THIS TYPE:
b TAG:
d ¢ PEPEATS
ﬂr. SUBFIELD CCODE(S)
) ITC. Zexr rest si tags selected feocr thais ftygpe
. o for r=ct ¢cf typos selecter
; .
b. - 50 -
O
|
b
p
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4.7.3 5T Special Fsa*tures

Usexrs nmust be careful %o distinguish he<
and 'TYPE OF MATIRIAL COZI'. 32th arxe zefzrxy
| drsplay and crzation 'TYPE QF 2ICO2D CCDI? 3
J at=ridutes 1n a $S and 1s a cn2-latter alphabext: b
. f121ds oz a MARC reocrd. 'TYPE OF RECORD CODE' may have waluzs ol
- 'a' through 'o' £for bibliographic records and a valus of 'z' Zor auzhori=y
H racords. 'TYPE JF MATERIAL CODE' assumes the values of '1!1' throuzh '3’
for bibliograpvhic xecords and '7' through '10' Zor authozity zezords.
Jsers nust define the 'TYPZ OF MATERIAL CODE' before specifying which
- <ags are to b= included :in the SS Zor matarials of %thaz Iyre.
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The INDICATCR AZD/Z2IT (I3) Zunction allows authorized usexrs o
i2cators to and edit existing indicators of bibl:ograph:ic
Tag LCictionary

B AVAILAELE INFORMATION

. 1. IA - Qverview

. 2. IA - Step by Step

. 3. IA - Special Featuzes
Tor moxe detailed HILP, press the number of the appropriate option.

. . 3.1 IA Cvezxrv:ieuw

.-

L

- . . . . .

N Indicator inforxrmation s carried in the Item Tag Dictionary along

- Wwith 1%s arrropriate birbliographic tag. A bibliographic tag may

p have a minamum of none and a maximum of 2 defined indicators: each existing
inilcator may assume a value of 0-9 or may be blank. The INDICATOR ADD/EDIT
Cand LIST INDJICARTOERS) function allows access to the indicator data in the
Item Tag CZicticnary. This data defines each indicator, its positioen and
possible values. the types of matexrials for which it is applicable, and
1*s meaning. Indicator infiormation may be viewed via the LIST INDICATORS (LI}
Zunction. The IA Zunction allows authorized users *to add new indicators to
and edit existing xndicators of bibliographic tags in the Item Tag Dictionary.

§.8.2 IA Step by Step

on entexing IA, TLS displays:

TER TAG: Usexr must enter a valid 3-character tag code. ILS then
locates that tag 3in the Item Tag Dictionary and displays
information about the first value of *the Zirst
indicatoxr Zor *that *tag, e.g., for OCLC %ag 100:

Up
EX

TAG: 100
INDICATOR POSITI
INDICATOR VALUE:
TYPES: 123456
INDICATCPR MEANING: FORENAME

ON: iST
0

ENTER EDIT OPTIOK OR CARRIAGE RETURN IF DATA IS OK>

Ifi +he user enters <Re%turn>, a samilax display of intformation about the next

: d value of *he :ndicatecr 1s shown. To edit any c¢f the above informaczion
the indicatoxr. cne ¢ the following eaxting commands 1§ entered.

options fcr editin -ndicators are:

[Te}

- - -y e Vpoe
Pl toatex T100 Pt
A .. P , JIRTI
< M Ltatecy [
2 - - Pom oy
9 - - - ‘
1 - - A - ~ e o v LR L
“ " nor's omoanin n




o v — T ) S e e
5. Edit indicatozs for a difZerent %tag. {Usex zn=zers
6. Delete indicator. (Jsexr entars
7. Create a new indicator entrzy Zfor this tag. {Usexr znzers
8. £dit another indicator £cr this *%a (Usex anteczs
For more detairled HELP on these options, »rz2ss +%he nunmber =< *ha
opzion.
4.8.2.1% A - Z2dit position
Upon entering 'P', ILS changes the current ind:icator positi
the other possible value, i.e., if it were 1, 1t 15 changad %o 2
and vice versa. If there already exists an 1ndicator with *he s
value and types specification &s that which would result from th

that fact, displays the completa
asks the usexr 1f s/he wishes =<2

orms the user of
indicator and

ILsS inf

existing

change,
Zox that

OF '3' FOR TAG abc EXISTS AL2IAD

2ND INDICATOR WITH A VALUE

L
[
w
(R}

je

on %o

,

anme

e vosition
srmazion
=2

P4

2roceed,

e
4.

DISPLAY OF 2ND INDICATOR INFORMATION FOR TAG akc
WITH AN IMDICATOR VALUE OF 3
IZILS displays:
ARPE YOU SURE THAT YOU WANT TO REPLACE: (Since *“he wval
'meaning of indicator2' assocra%ted Wiz
are th2 same a
XXX ¥UTTHX KX XX cirated “th In
this ¢
'meaning of indicatort’ poOSLt
ENTER ¥ OR N result
+hie me
indica
Usexr enters 'Y' for YES to execute the change or 'N' for NO %5 4
presant transaction.
4.8.2.2 IA - Edit value
Upon entexing 'V', ILS displays:
INDICATOR VALUE 'current value's User 2n%2zs < aturn>
‘current valuz' o0 e
‘new wvalue’
ILS changes the value of the indica*or %o 'new walu2' an
upda*ted charxt of 1niosrmation adout *ha zndizastor. I< 'n
2x15%s as 2 valid i1ndicator walva, ILS :1nfnrns 4the ussr
displays *he complete inicrmation £2v +that exis*ting 1ni:z
- 5:_1 -

222%e the
£5 ra*tain
nters a

.g.

’

ol

"




1‘ asks the usexr 1f ss/he wishes to proceed, e.g.,

2ND INDICATOR WITH A VALUE OF '3' FCPR TAG abc EIXISTS ALRERDY.

»,

ND INDICATOR INFORMATION FO
ATOPR VALUE COF '3'

ILS displays:

ARE YOU SURE THAT YOU WANT TO REPLACE: (Since the position and tyres

'meaning ¢f curxent value' associated with 'cuxrent value'
are the same as for 'new value',

REXXXLTTHXX XXX changing the value really re-
sults in changing only the

'meaning of new value' meaning associated with

ENTER ¥ OR N 'current value'.)

User enters 'Y' for YIS to execute the change or 'N' foxr NO to delete the
present transaction.

4.8.2.3 IA - Edit types

Upon entering 'T', ILS displays:
TYPE '‘current type'/s User enters <Return> to retain 'current
type' or enters a 'new type' by entering
a string of digits, e.t., '2345°%'.
ILS changes the value of type to 'new type' and then displays the
updated chart of information about the indicator. If '"new type' already

exists as a valid indicator type, IL5 informs the user of that fact,
displays the complete information fcr that existing indicator type, and
asks the user if s/he wishes to proceed, e.g.,

2ND INDICATOR WITH A VALUE OF '3' FOR TAG abc EXISTS ALREADY.

DISPLAY OF ZND INDICATOR INFORMATION FOR TAG abc
WITH INDICATOR VALUE OF '3°'.

ILS displays:

ARE YOU SUPRE THAT YOU WANT TO REPLACE: Since the position and value

‘'meaning o current type'’ associated with 'current type'
are the same as for 'new type',

XXX XKTTHXXXXX changing the type really re-
sults in changing only <*he

‘meaning of new type' meaning assoclated with

INTER ¢ O2 N 'current type'.)

User enters 'Y' for YES to execute the change or 'N' for N0 %o dele*e the

present Trancaction.
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Upon entering 'A', ILS displays:

User enters <Peturn> *o

edit the indicator in

'current position' or enters
position of desired indicator.

INDICATOR PCSITICON: 'curxrent* position'/s

ENTZI?R INDICATCOR VALUE: User enters *the value of of the desired
indicator.

S then displays indicator i1nformation foxr *the specified position and value.
2 ussr can then proceed to edit *hat indicator i1f desired.

4.8.3 IA Spec:al Featuxes

'-' is used as a command to allow th

In INDICATOR ADD/EDIT, *he -
Upen entering a

user to begin editing :ndicators for ancother tag.
'-', LS displays the prompt:

ENTER TAG NUMBER:

response to this tag prompt, control

If che user enters a <Return> in
whatever function the user was previously

1s shifted out of IA and back to
using.

- a e a2 A A am . mismlaR o XN.a




4.3 LIST INDICATORS

The LIST INDIZATORS (1I) funct:ion allouws authoriczed us=2rs to display
or prin%t out iniormation akbout indicators assoclatad with Dibliosrazhic
zags n “he I%tem Tag Dictionaxy

AVAILA3ZLE INFCORMATION
1. LI - Cuverview
2. LI - Ctep by Step
3. LI - Special Features
Ffor more detarled HELP, press the number of the appropriatz option.
4.9.1 LI Querv:euw

Indicator information 1s carried in the Item Tag Dictionary along
with 1%s aprropr.ate bibliographic tag. A bibliographic tag may
nave a minzmum of ncene and a maximum of 2 indicators; each =z#is%ing
indicator may assume a value of 0-9 or may be blank. The LIST INDICATOR (and |

INDICATOR ADD/EDIT) function allows access to the indicator data in *he
Item Tag Dictionary. This data defines each indicatox, its position and
possible values., the types of materials £or which 1t is applicablza, and
1ts meaning. The LIST INDICATORS (LI) function allouws authorized users to
display or prant out information from indicators associated with biblio-
graphic tags in the Itam Tag Dictionary. All existing indicatoxs o:
indicators associated with a specific subset of bibliographic tacs may be
displayed.

4.9.2 LI Step by Step

Uoon ent2ring LI, ILS displays:

FPRINT TC DEVICE: 0s User enters <Return> for 0, xndica=ins at ou=put
w1ill be listed at the tarminal a user :s
presently using. Any other ou*tpu=z de may be
indicated by entezing 1%ts davice nunk
In the Item Tag Dictionary, tags are arranged as follows: numer ass in
increzasing numeric order, followed by alpha tags in increaswng rha crdex.
IL5 now prompis the user to specify tags for which i1ndicatozrs will ba liszed
LIST FROM TAG: 000/ User entars <Return> to begin listing *aczs starting
with tag 000 (i.e, the £first *taz). To bhegin
listing with some other tag, usazr enters =ha l
three character tag code.
LIST THRU TAG: 222/ User enters <Return> to indicata <hat *ags should ﬁ
listed through tag ZZZ (ie., the last %a3). |
To indicate tha%t listing should s=o» a%t a s:ec;fied
tag, user enters the threes characzar coie ol the tq
at which listing should sztop. !
ALL TAGS 02 LOCAL TAGS ONLT: A/ User en%ters “<faztu Tars l
sr 'L' to list on !
ILS *hen displays :nfcrma%:cn abou*t the indica<zrs assoe Lag )
specifizd, 2. 7.




ESTABLISHED HEADING - PERSCNAL NAME
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IND MATERIAL TYPE

PCS INDICATCR ST 3T A/Y MAP MUS MAX PURPOSE OR MEANING 2F INIIC
3 0 B 1 7 b4 k¢ Y FOREINAME
1 1 Y k¢ T e b b SINGLE SURNAME
1 2 P b b4 Y 4 MULTIPLE SURKNAME
1 3 Y b4 T ! 7 Y RAME OF FAMILY
2 'BELANRT b4 Y 4 INDICATCOR IS BLANK
2 0 Y Y b4 MAIN ENTRY IS NOT SUBJECT
2 1 Y T Y MAIN ENTEY IS SUBJECT
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4.10.1 PO Querview

The PO func*ion controls the reading of data from a MARC :ibliogzaphic
2 authori%ty tape (¥) into an ILS workspace. Users must sceciiy
to the PO Zunczion whether the tape contains hibliographic or authozity
data, whether the records are to be loaded directly to tha2 MEF or inzo a L
worXspace, and which Selection Strategy 1is to be used.
ILS f£ixst must clear certain woxKing areas on the disk i1n preparation Zox
reading new records, then reads the records into the MBF or in*o
“he specified workspace, and finally indexes the recoxds so that thev can be
accescsad thxrough the online catalog (if loaded tc the M3BF) ox <through %he NEWLY]
CATALOGED ITEM function (if loaded to a worKkspace).
(%¥x) The authority file load is not complete as of July 1981.
4.10.2 PO Step by Step

The user must first mount the tape onto the tape drive. Uson enzexr=ng
2?0, IL.S displays:

BIBLICGRAPHIC TAPE? YES/ User enters <Return> i1f the *are con<ains
bibliographic records or 'N' £2x N2 2% 1%
contains authoxrity xecords. I.S then d.splays

LCAD DIRECT TO MBF? YES/ User enters <Return> to load the reccris *o
the MBF or 'N' for NO to load *hem %o a
workspace.

TAPE# 'nurber’ DATE: 'date on tape'

Qr? YIS/ User enters <Return> to verify the TAPE# and DATE disvnlayed.

NUMBER OF REZCORDS ON TAPE: lser anters the number o0f racozxds %o he

raad frem the tape (1-9¢32)
WIREGPACZIE User en*ters *the W3% o0f <th= WC
be re The WorKspace nust
-65_
L e PP S . J - _a_ - M PN ey - A — _— 41

MY

12 PRTCISS OCLC TAPE
The P22CESS 271 TAPE function (PO) allows au*thorized usexs %> nltiztiz
2adiny o Zata frxom an MARC bibliographic tape nto the Master 2rzlicgrazhl
1la (M27) o5xr into a temporary uworispace.

AVAILABLE INFORMATION
1. PO QOvezxrview
2. PO Step by Step
3. PO Special Features

or more de+tailed HELP, press the number of the desired option.
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G (Only asked If tnheve are prasently records n that specifiled werrspacs
k . I0r worX- b T3 the user of tnat fact by displaying
. spacs load) WwEF' WAS VZZID CN 'date last used’ G0 AHERD
b Usex @rs <Returirs %O retracT ner/iis
:, e .est Zcoxr that particular worksrpacze 2z
b~ th2 user enters 'T' for YEL., r2coxris in
o “he wocrAspace Will be cverwri<ten. Thus,
- eXtrem2 caution thould b2 used when
L. rg-us.n3y wWocrksraces.
- STLECTION STRATIGY# Jser enters the number of the SS to be applied
- =0 the tecords as they are read off the tare
J EVISYTHING 0.8 .? TES/ User enters <Peturn. *to indicate that all of <he
) abcve 1nformation 1s correct. Jsexr enters 'N'
Zor NO %o erase the entire present *ransact.cn
ILS *then prevares %o process +the tape. Initrally, working areas on the
[_ d1sk are cleaxrsd 5 old daza. While =hx s rroceeding, ILS displays
L'.
- (CLEANING CUT FILEZS. . .»
- After worring files ax2 cleansd ouz, ILS becins t read each record of#f
[ t <are and aprly the sslec*tion strat=cy A5 each record 1s read, a
: t1al numba2r 21s displayed at the tzrminal indicaiting that that recorxd
4 deed bzen read in or rejected because 1t didr't meet the selection
ria ILs displays., for example
1

» 2, 3, 4, 5, 6, 7, 8 I3 A REJECT, &, 10 IS A REJECT

15

Aftexr the specirfied number of records have been read from the tape, ILS
displays:

PHEW! FINISHED...
S +*hen procesds to index those records read in from the tape. This 1is
e most time-consuming part of the process and, while 1%t 1s happening,

o H

L
h

+he user should NOT atte.»t to process another tape. Procescing another
tape before the ccmpletion of indexing of the previous tape 11121l destroy
data read fzom *he previous tape (remember *he 'CLEANING QUT FILES...'
at the beginning of POT).

L,10.3 PO Special Features

While specifying initial information for the PO process, the user
identifies *the number of records *to be read from the input tape. If
any of these recorxds axe duplicates with the same COCLC numbexr, ILS

ent record to be transferred into the

a

e
accepts only the most rec
workKspace. Thus, the %otal number of records actually transferred to *:he
Wwecrkspace may bde somewhat less tharn the number of records actually read
from the tape.

The read sicnally be stcpped
before corrple a system Zaillure.
ZIf thz sarme = Y

THICS TAYI FPARTIALLY TRICEICCET I'VE DUTRMACTII 'n' BECCRIDCD

15 < = . T TLaTT o rroaTonTint of ThiEotarno records
ars re- ix < Lrunoyy : Lo
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b

hen displa
cCcLC-1ike
record. A
ays:

(ZND)

3 am s

V2L SERIAL & (-2

DATE {cate?

LATA SIT SERIAL % 43

VoL SER : (&,

FRZ2ZESSE {date c¢ci =

Humoe C ADS SCR.‘(,‘(;‘.

HUMBEZ=® © A0S SELECT .
APPLYING

SELECTION STPRPATEGY #% (85 # and name.

Detalled Selection Strategy

WICE: 0/ User entexs <PReturn> tTo display records
terminal or ss/he eniters a dev.ce number
cutput should bte displaved.
s the specizied reccrds n OCLC number order, one at a tinre,
format. Usex =nters <FReitnurn> to znitiate display of the
texr the laszt specii-ed record has been disclayed, ILS

there are no Known Special Features of DT.
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4,12 WORRSPACT AZD/ZELLTE
Thea ISPNCZ MDC/JELETE (WA) function allows author-z=zi izarzrs o
craata, 2, ar 1.8 worhsnacss
DVAILADLE INFORMATION
| WA = Suerviay
2 WA = S%tepn by Ztap
2. W) - Specral Fa2atures
For nore dezarled HILP, prass *the number of *the dasixzed option
.32 WA Ouvexrvieyu
The WORJSPACI ADD/DELETEZ (WA) function is
spacas and :n eliminating worKspaces no long=x
from an input MARC tape must ke read into a pr
a defined name and numgax The WA function al
creata, delecte, and list workspa.2s.
y.12.2 WA Step by Staerv
Upon entering WA, ILS displays
START ZIZSPLAYING AT WORKIPACE = User en*ters <R
existing WCIKS
or ent=zrs a sr
to star*t liscT:
names. 1%
listing of s
e s s/he may en%ter
- After worrspaczes have bezn listed, the usaxr may ¢c¢hoose %o
.
i 70 a<l a neuw worisroace
2) dalefe an existing virFksrace
Fox mere cdetailed HILP, enter the number of the desir2Z opotion.
- 4.72.2.1 WA - Add
b .
|
ILE displays
AD oR IELITE User enters "A' %o add a new wWorrkspace
WO2PSPATET 8 Jser 2nters an rdentifying numbaz "he neuw
. ‘maxzinun 2% S odiartso o alrzady
%5 a wWworAspazss: nunhaer, TLLO 2 AN
F. . THIT IG TONAMEYT N7 Tootow Tz LTS el N N,
- vJ’) -
L .
L,-,-,-,.,,,,,<-1_.‘-_ I P T e o alda . " yrey -t PN WY Y A LS U N S -y e - i, A Bl




P—— L amh - mamn smen - aul m S TR o it andee i oS 4 e A i e e D T
TLS allcws th2 user =0 enter anc=<her »
number If the usgexr =nz2xs '?' Zorx
b , ILE allows <he user <o changs

nare oI The @X.i371ny WorXrriSrace
NANME Uszx 2n%t2rs a name Zor =he uworkspace (maximunm o 29 characzsrs)
ILS creates the n2w worMsrace wiih th2 specrfied numbex and name and di1st.avs
WS #'numbser' WAS ALDZID
4,12.2.2 WA - Delete
I.S displays:
ADD OR DZILEITEZ User enterc 'D' to delete an existing wcrksrace.
WIEZKW3PACET % User a2n*ters <+he nunmber of the workspace to be
celetad. If *the user entexrs a nunmber foxr which no
worsgpace axists, ILS infornm the usexr of that Zfact
and allows The user to entser anothexr numkex. ILS
trhen disvlays
WCEKSPACZ 'numbexr' L[CELETICH REQUESTED
ARIZ Y¥CU SURIZT NO/ If the user enters <Betuxrn> for NO, ILS deletes
< rresent transaction and allows *the user <o
zntery anothesr number if desired. If the user
enters 'Y' for YES, ILS deletes the specifaied
worssrace (and any records contarned wizthin 1%)
and displays
DELITTING!]
4.12.3 WA Srecial Features

In yespeoenss to 'START DISPLAYING AT WORKIPACEZ®',
+he user may entexr ' tyrpas that listing

VY VL P ) [ S o a [P SN SV, WP I . P W NP ) . Ao a oY e -\J




4,13 ZDIT WORKSPACE REICORDS
The E2IT WS RECORDS
records wWhhichh have been x
De Zfiled back znto <he wWo
T1le (M2F), nmay hLe rastox
e deleoted from <the wor¥s
1. EW Quezxrvieuw
2. EW Step by Step
3. EW Special Features
For more detailed HELP, press the number of
4.13.1 EW Overview

The EDIT WS RECORIS function (EW) allows authoxiczed
records which nave heen read into a workspace. Data 1n =
be changed or deleted; new fields my be added; %he esnzira
displayed. The edited record may then be f£iled tack :=n=zo
moved into the Master Bibliographic rile (MBF), xesctored
state b2fore editing, or deletad fxom the worksvace. Thus
allous a libraxy to make <hangas to individuzl z=zcoxis n
before further processing or.to delete regords £fxzom *he uw

4.13.2 EW Step by Step

Upon en%tering EW, ILS displays:
WORMNSPACE NUMBER: User enters
conTaining tha rac
*?' allows <the
LworKkspace names an
ID: The user 1identifies which record
the OCLC number of the record of
user may anter 'N' for NEXT in or
regardless of parzticulaxr OCLC num

first prompt

1 Zdrt a £

for

the

ID pulls up

A}

the number of

TepeT e

te b2 e

rast. :
r *o edit
b ZnTar:
r5% ra2coxd

.3
ul

(R4

2

o

[}

(2]

b
i
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?‘ If the Z1eld s a mult:iply-occurring one, user may also

) speciiy an occurrance number by a period followed by the
desired site u g 2. Beth indica=ox
ard subfield e

2 Delete a field Usex znters a es/DEL 'tag code.si*te numrkexsZIL'
. to indicate which f1eld 1s *to be deleted.
j' 3 Add a field. Usgr enters tha 3-charac*ter tag code of the new fi1sid.
4., Drsrlay *the recorxd User enters 'D' for DISPLAY.

or more cdetalled HEILP, press the numbexr of the desired option.

Upon entering the name of a defined tag, ILS displays:

SURBRFIELD:

By enzterins the anrrorriats response, the user may choose to
i Tdit the indicator values for this tag. (User enters 'IN')
2. Edit a subfield of this tag. (User enters 'subfield code' ox

'subfield code.site number')

ed H

11 P, prress the number of the desired opition. To see
P on specifying

L
he disposition of an edited recoxrd, press 'D'.

o M

4.13.2.1.1 EW - Edit indicators

Upon enterang 'IX' in response to the subfield prompt, ILS displays:

C1D IN.: '"values cf present indicators'’

NZW IXN.: Usaxr enters *two diligits representing the new values of *ha
Two nficators, respectively. Digits are entzred wirthout
punctutation, e.g., '12°'

The user may then proceed to edit a subfield 1f decired.

7o see HELP on szecxrfying the disposition of an edited record, press 'D'.

f=3
[eV]
(8]
2

EW - Edit subfield data

Upon entering the name of a defined tag. ILS displays:

SUBFITLD: 2 .ower-case aiphaketic code
) IL5 disglays the name ¢f
rrfxzocation and then dicrlays
subfreld ILE then promprs
Catlons
g ters to be roylazed
Lne aracitaers to revlace the old ones
- =
3
b
L-" m® a  almi oalac: PP N AP T WU VR WY W U WL DU A WA 1N WU AL YO NP WY W SPu G W N S W SO 2
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specified above. ILS then displays *the edi*tad suss

for verification.

In response *o *he preompt 'SUBFITLD:', *he user may en<texr '

to delete that subfield Zrom the record.

The user may +*hen do Zurthar editing on %the sane
subfield of the same tag, ~r edit anothar tag of the
successively entering <Return> %to IL5 prompts. To se
drspositon of an edrted record, prxess 'D'.

4.13.2.2 EW - Delete

After specifying whic¢h tag is to be deleted, ILS disglays:

DELETING TAG 0.K.? YES/ Usexr enters <Retuzrn> =
If the user enters <Ra2t
this %tag frxom the recox

The user may *then proceed to edit, delete, or add aiother <*z
To see HELP for specifying the disposition of an edited xeco

4.13.2.3 EX - Add

To add a new field to a recoxd, the user enters the 3-character tag
code 1n response to the TAG prompt. The tag entered must he <&

the Item Tag Dictionary. After entexing the tag code,
name of the tag for verification and then displays:

IN.: ' ‘s
tag). Usexr entexs <Return> to re
values for the indicators or ente
nunber to set the values of the
indicators raspectively.

SUBFIZLD: User enters the code for a defined sub

15 a repeatable one., user enters 'subf
.o 1ndicate the desired occurrence of
plays the name of the subfield for verx
allows the user to enter the subfield
add another subfield if desired.

To see HELP on specifying the disposition of an edited

4.13.2.4 EW - Disposition

After the user has completely finished editing a x
the user for the desired disposition of the edited reco
(FYILE IN WS#'present WS#', (MICVE TO MBF, (N)O CHANGE,
ition by entering the
tha2 record 1n%to the

- 73 -

ILS displays indicator informatio

x YES ox 'N' Zfox
urn>, ILS deletes
n

in
ILS displavs =he

c

n (blank for a na2uw

tain the bHlank

rs a two-<digiz

rrst and geacond

field. 22 thz suhfi=ld
1eid cod2.s51t2 nuntex'
the subfield. ILS dis-
i1ficatien andi then
data. The usex can then

record, press 'D'.

e
r




eously erases 1% fron the WS If the M3F already contains a recoxd with f
*he same (CLC numbexr, IZL3 1infcrms the user ¢f *that £act and allows the
user to rerplace the MBF record with the WS record, to compare them, or
to do nothing Zuzrther a* this poxnt. The user 1s then given the choics
0of delzting the duplicats WS record 1f desired.
Mi%tar %the disposition of ths record has been completed, ILS allcus
the user %o s, =:cx1Zy anoth2r record 2n the workspace to be edited
4.13.2.5 TW - Tasplay
Upon entering 'D' fox DISPLAY :n response *o a *tag prompt, ILS disvlays
“he en<tire reccxd presently bsing edited zn an OCLC format, displaying tacs,
indicatoxrs, subfield codes and data. The DISPLAY function 1s useful duzing
the editing process to view all the chances made %o a record thus Zfar.
4.13.3 EW Special Feztures
As of 3781, there are no knouwn 5Spec:al Features of EW.
q
I
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4. 14 NEWLY CATALOGED ITEM

NZWLY CATALCGED ITEM permits authorized users to entax ca*alsging data
into the Master 3ibliographic File (M3T). It enables cataloszrs TO
adit and transier records from an ILS wcrkKspaca (Tave Tila) 1n=o <tThe MBS,
as we.l as %o enter original data directly in%to the M3T.
AVAILABLE INTORMATION

1. Overriew of Neuwly Cataloged Item

2. Step by Step Procedures for Newly Cataloged Iten

3. Special Features for Newly Catailoged Item
Please enter the number of the tyre of information you desize:
4,140 NE Overview

NEWLY CATALOGED ITEM permits authoxriced users to entexr cataloging data

ints the Mas*er Bibliographic File (MBF). It enables ca%talog2rs o edit
and transfer records from an ILS woxrkspace (Tape File) into the MBF, as

wall as *o enter original data directly into the M3F.

jtilizing NEWLY CATALOGED ITEM, the user may search both *he M3F and
ILS workspaces (Tape Files) for a recozxd of an item, either by %:tla oz by
call number. If a worKspace (Tape File) contains a MARC rescord for the item,
“he user may edit or add *to the recoxd, produce a permanent barcode label,
and add the record permanently to the MBF. If the M3F contains & MAR
rzcord for the 1tem, the user may enter a Copy 2 (cr Cony 3, etc.) and
sroduce a barxcode label.

T

(]

4.14.2 NZ Step By Step

When entering a NEWLY CATALOGED ITEM, ILS will ask:

PRINT 3ARCCDE (Y or N)Y: Y/ Tf you press the RETURN Key the system wzll
produce a barcode label a* tha conclusion ol
the transaction. IZ you *type 'N' and than
RETURN *he system will no< procduce the label

IL5 will daisplay

TEMPCR2ARY ITEM ID: assicned a tenmrcraxry iiten ID

now.
tnto
remos

e e hata caha . m ke b A s s e oA




NEIWLY CATALOGED IZTEZM should follow this sequence of steps:

t

RC
rc

paod
[ e |

OPR THE
~

he Mast

"
A
a

(LI

s

= 1

T
r Dibliographic File (MBF) and *the Tape File

2. ITIM FOUXND OR NOCT
Yiaw any 1tems Iound i:. the MBF or Tape File

3. EDIT RECCRD

- Add to, change or create a MARC record
h-'—_.‘
i 4. ENTEZR BARCCDE DATA
m Supply information that will be encoded on the barcode label.
;:~ For more HELP entez the number of the desired option ox FORWARD to

x Special Features:

bo15.2.01 Search for Item

ILS will display: User should:
TITLE: Enter title from title page. ILS will seaxrch the MBF and
the Tape Fi1le for catalcging data already 1in the system.

OR

Press RETURN and ILS will display:

CALL #: Enter call numbexr. ILS will search the M3F and the
Tape File for cataloging data already in the system.

N x

OR -
.
Press RETUBN again. " You may now create a new
cataloging entry in the MBF, in response to the ILS
prompt TAG: For more i1information on this feature

press 'F' once and a RETURN twice to view EDIT RECORD.

4.14.2.2 NE Item Found Or Not

In response o a
messages.

TLZ or CALL # search ILS will display one cof four

IN BOTH THE MASTER FILE AND THE TAPE FILE
entry |

>

AZE IMNTRIES ONLY IN TKEE TAPE FILE WHICH MATCH lyour entryl

i-'--'.---' AP W SR S G A UV S W a - S 2 PR S - ———a - a




4.
Toxr HILP
Toax Inio

IS will

TAPE FIL

For more

If a sea
.-

TH

(O]

RE ARE ENTRIES ONLY IN THE MASTER FILE WHICH MATCH !your anzzy!l

4O EXNTRIEZS IN EZITHER MASTER FILE OR TAPES MATCH [your an<zy)

with any of these, 2nter the number of the s*2p and pra2ss 2ITTURN.

srmatzon on EDIT .ECORD entexr 'F'.

1 NE Item in MBF and Tape File

rch 1n the MBF and Tape File yields hits in both places,
reply:!

T ENTRIES IN B8CTH THE MASTER FILE AND THE TAPE FILE WHICH
suxr entryl

I5LS wi1ll then display 5 entries at a time.

IF YOU FIND A MATCH - Enter the index # and ILS will prempt
IN THE MBF you to ENTER BARCODE DATA.

IZF 70U DO NOT FIND =~ Entexr - or '/None'
A MATCH IN THE MBF

display:

£ MATCHES

IL3 will then display 5 entries at 3 *ime.

I7 Y0U 20 NOT FIND X - Enter - or '/None' and I1S will nrompt

MATCH INM THE TAPE FILE CALL #: and you may searci by zall nunmierx

IF YOU FIND A MATCH - ILS will disprlay tha MARC rzcoxrd and

IN THE TAPE FILE prompt TAG: This s tha Z2IT EECORD step
of NIWLY CATALCGZID I7:InM

information on EDIT RECORD press 'G'.

tnformation on ENTER BARCODE DATA press 'G' and RITU2N ani zhen
' and RETURN.

.2 NE Item in Tape File

zch n the MBF and Tape File yields hi%ts only 1a the Tape Fila
Al

. |
S wWill ranly: i
1
THIZIRZ ATI INTHIZIS OMLY IMN THE TAPE FILZ WHICH MATZH [youx sn-xeld
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ILS wrll then display 5 entries at a time.

IF YOU 20 NCT FTINC & - Entexr - or 's/Nonrne' and ILS w:
SATCTH IN THE TAFE FILE CALL #: and you may s=zarch by

MATZH - ILS will display the MARC rec
z promyvt TAG- This i1s the EDIT
of NEWLY CATALCGED ITEM.

For more informatior on ECIT RECORD press 'G'.

If a search in the MBF and Tape File yields hits only in the MBF
ILS will reply:

THEREZ ARE INTRIEZS ONLY IN THZ MASTER FILE WHICH MATC {your entrx

LS will then display 5 entries at a time.

IF Y10U FIND A MATCH - Enter the index # and ILS will p
IN THE MSF you to ENTER BARCODE DATA.

IF ¥Y0U DO NOT FIND Entex - or '/None' and ILS will
A MATCH IN THE MBF CALL #: and you may search by c¢a

For more 1nzZormation on INTER BARCODE DATA press 'G'.
4.14.2.2.4 NE Items In XNeither File

HO ENTRIZS IN EITHER THE MASTER FILE OR TAPES MATCH [your

IUS wall automatically put you xin EDIT RECORD mode allowing you
data directly znto the MBF
For more i1nfcrma%tion on %the ELZIT REICORD siep ox NEWLY CATALOGED
the 'G’
oth 22 NI Edit Feccerd
TIZIT RIZTCHI allnws The uSer o entey new data o 1nto the MBTE r %o
A
1;1 a PR ey Y L LY T R Y Wy Y . MY S A Y Y PN W) i 2 . - 3 - i .

ord and
RECCED s<tep

y 1

rompt

prompt
1l numbex.

entxy]

to enter

- -~

ITEM press
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already in the M3F or Tape File.

r entars:

g
“n
)

IS will prompt:

TAG: MART *ag numbar (e.g., 30, 2432

3a sure %o rnclude lzading zZzxoes
N MARC ndicator (two characiszrs)

If not approprrate for *this +ay
SUBFIZLD: Subfield code (e.g., a, b, =)

This entry MUST ke in lowexcase 1
ILS will prompt: User enters:
1> Information to appear in the sulf.s
2> ILS will prompt for second

of the subfield until usza:x
will cause TAG: to reappear.

If the usey 15 IJITING da*ta already in the M3F or Tane T
sequence may occur.

LS will prompt: Usexr should enter:

TAG: MARC tag number already in the xz=z2:9o

SUBFIELD: Subfield code already in the reccrd

IL.f will rrompt: Usexr enters:

RIPLACE Znter the characters which you wish
raplace

WITH: Enter the corrected data.

NOTE that ILS will replace the first matching
contains the *ext "Medicined' and the user ent
and 'blank' 1n response to WITH the result wou
should enter 'ned' in response to REPLACE and
Will reslt in "Medicine'.

The s2quences for entering or editing data will
TAG: and the user answers RETURN. Then ILS will

For more information on ENTER BARCODE DATA press 'Z'.

Tla, whe fAallaagian
1.2 a2 ZoLlzaing
rd

aY -~ -
%o dslz%tz cx

[ R A NZ En%te2r Barcod=2 Data
Thise LYOTATALZGED ITEMS will tromnt othe LTI Ity o Lrniszmautin
7 5 Wr ol ol for o mha Loeonm
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The I2IT ITIM rrocaduxe permits authoriczzd users o ed:iT cxr aid Te caoTalizing
dava n tha Mastar 31bdlrographic Trla (137 ).
AVAILARBLE INFORMATION
. Quverview of EIDIT ITENM
2. Step by Stap Procedures for EDIT ITEM
3. Special Features for EDIT ITEM
?lzase ente2r *the numbar of the type of information you decsire
U S 1800 ZI Overvieu
-
-
The IDIT ITZIM function allows authorized usexrs to edit atalegzng
data < recoxrds in the Master Bibliographic Fila (M3F) Zixrs*
ndv Zi25 tne recoxd to be edited. ILS then allouws <he Tt the
raceod by adding naw Zields or subfi=lds, daleting al 2.ds,
: or =dxiting the con*tents o existing f:elds and sut 13 n =1
: “he edi*ted recorxd in the !MBF
. 4.15.2 I Step 3y Step
4
P.
r
F.
:- ZJIT ITEM should follow this sequence of steps:
- N TTILM etmmym T T~y
! TITEM IDINTITICATION
P Iden<iiy %*he 1*%em for which the record 1s =5 b2 airi<zi
2 T2IT ITEM REIZCORD
Change or add to the MARC record in tha ™37
) 3, FILE ITEM
File *the changed recoxd in the M3F cxr lesave 1% unchangad
]
Tor <he number of the dasired opitzon oz TIALAID I3
Spe.
. B .20 Tdantiiy Ttonm
b
- - 3\ -
‘-
o




M o ER a7 .
[¢] [0} <o + o P
ST o4 (LY €l
@ ] oA 8 o
42 £ [T S) a 3 B
@ 42 H oA EsiNS 93]
o el 42 ol
Q H [= 1} o+
Ty b4 S o O w
o - [ 31
i . e} - - i 0 e
ol ké] 4 ~ ol = 3w » ]
3 8] . n a A O f. QO
o (e} o pal ~ [t ~ (6} i
~ (8] M 5] M - ¥ ~ —~ o - 4
- it (o] ~ a) ~ o [Sr Al ert — :
] M L 3 + H 3 $ol oM @ ti .
(Y] e W] &) a v -+ oy +2 .
[T} W M 3 1 42 @ ™ ]
[e N U ol [e} M foln o} Eegii] M (9} O L
oL e +2 aQ b 1.4 @ ko] o o4 -
+ 3 +> e B jge] Lo O e Bei 2
[ & 42 15 18] o~ [s< B¢ o TRl I
o v L. B O . 3 py . uy +i
m o ot 3 o J o TN (e} Xl G .l
<o b3 > dl A3 + [ o 3 Q3 9] "
oo ‘o 3 @ ~ £« E= e ] - H ©
a4 4] [t} = o £ w n + U 1Y)
£ @ (4] W 0 ~ RN W [ 3
“ wn o 44 » [t =1 o] + N O o .Q - T v
oo 1 a a @ @ @ B oo w Rt L . [
i £ * i M 134 +7 = 4] 0 - o » 5
p 4 o Q | 8] (&) = e hdi o B -
3 +» » 3 @ W +> = [SIS! ] 59 o
W > L W M M 0 Qb O ] Mo N X
» O B ! 0 i) [l M M o [SR S £ [N Y] o N
b ot o] £ ! ol [¢] - [ g o 5 + e
L i i) el 3 O 6] [§] ‘He . 1Y o % (L U
£ [e R i - I (%) -~ 0 8] o (SRt} -
A e [£o] ot 1 i) al T 4 @ o 4 )
Ll WU Y] « e} &) o8] Rl < L} Ee] tn o 4 <
O O e [} 4 4+ + ooa O & [N oo . [
s (8] 3 n 4 W o 4+ 03 + ~ o0 & i
[ SN ) 12 ot =] » [S I © >
O U AN o] o] 9] B3 W 5] 1 Q " 18] [ORU T .
IRt [to] N} o5 Eel + + [¢1) EEI o)) (% [2 3 i -1
LEN £ 1 34 =) £© (&4 M W [ (34 [ 9] P
u ) ] 1) X2 v) (3 18] W 3 42 bl b e R}
o + P Y
O X ] a
U ot [ ¥« al
[ 43 (R &l £ aon
Qo n o (3 ~ I8
oI} 8! [ - B - ™ -
(] 2] 18] + 3 L ) MR +2
Tt t O 2h hos 2 o4 3 [on
a W (3] I £ [&] o - at [
£ R 1.1 > 0 +1 3 e O
by R M@ » X T @ M M
1 1] U =4 n [ o E W s
a + 4] . +2 ~ 1 -
[\ 1] 3 o —t n . i o [X - 8] R
et o n . (8] — +1 8] £3 [GIREE] w ] =]
ES o~ [T & o (9] ) 4+ a L 1) [ o
[C 2 . Lo a (R} =z - [YIERY o i 4
b i U} 43 - [ +3 i 3 vl + = [
o A o’ 1% v m 2% X B @ o L (S m 40}
O 4 . oo +1 [ ] 3] [X] [@) el ] LW 34 o +1 -
e A g H W [ B+ 152} £ =4 o + o [ U o] (%] w2 [} .
3 _ 8 ‘ & '
oo A .- .. B X 8. 2




-A135 921  THE INTEGRATED LIBRARY SYSTEM (ILS): USER MANUAL(Y) - 2/‘n

MITRE CORP MCLEAN YA METREK DIV S E SELANDER ET AL
JUL 81 NLM/DF-81/883A NO1-LM-8-32526
UNCLASSIFIED ' F/G 5/2 NL




T e ey o _and

T T T W T W T T T
PPN AR ANRCS RO T

PP LRI RS SRR W LTI
el agarie- ‘

g jas
““—I§g £ 12
|||||_'_L E W 2o

= e
22 s pis

MICROCOPY RESOLUTION TEST CHART
NATIONAL BURELAU OF STANDARDS-1963-A




The sequences for entering or editing data will repeat until ILS prompts
TAG: and the user ansuwers RETURN. Then ILS will move to FILZZI ITENM.

FTor moze information on FILE ITEM press 'F'.

4.35.2.3 EI File Item

If the user has answered a TAG: prompt with RETURN in the EDIT ITIM RECCRD
step, ILS will move to FILE ITEM and prompt:

(F)ile ox (D)on't change 7/ The user may type 'F' to £ile the adited xza2cord
in the MBF or type 'D' which will leave the
original record unchanged in *he MBF.

AZter the user enters 'F’ oi 'D' ILS will prompt ITEM: which allows the user

o begin the EDIT ITEM process again.

4.15.3 £I Special Features R

The - or 'up-arrow' has a special use in the EDIT ITEM £unction.

If the user does not use the wand and barxcode label to identify the item,
but instead uses a title, authox or other seaxch option, a ma*tch may not
be found in the MBF. The user may enter - and ILS will promp%t ITEM:
allowing the usexr to start the EDIT ITEM process again.
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4.16 ITEM DELETE

The ITEM CELETE procedure permits authoriced users to permanently remove
bibhliograrhic zecoxds Zxom the Master Bibliographic File (MBF) and from the
activity record associasted with each item.
AVAILABLE INFORMATION
1. Overview of Item Delete

2. Step by Step Procedures for Item Delete

3. Special Features for Item Delete

Please enter the number of the type of information you desizre:

4.16.1 ID Overvieuw

The ITEM DELETE Zfunction allows authorized users to permanently remove
a bibliographic record frxom the Mastexr Bibliographic File (MBF) and from
the activity record associated with the item. It is used when weeding an
item from the collection or removing the record of a lost item. The user
first identifies the item whose record is to be deleted. The user can then
delete a specific Volume, Issue, Part, Supplement or Copy. If the library
only one copy of the item, the user can remove it entirely from the MBF.

4.16.2 ID Step By Step

ITEM DELETE will follow these steps:

1. ITEM ID - Identify the item to be deleted.

2. DELETE RECORD -~ Delete a specific Volume, Issue, Part,
Supplement (VIPS) or copy of an item from
the activity record or delete the entire
recoxd frxrom the MBF.

For mure HELP enter the number of the desired option or FORWARD to
SPECIRL FEATURES:

b.16.2.1 Identify Item

Items may be identified in various ways, including:
* ysing a darcode readex ¥ by librarzy of Congres number
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* by item identification number X hy title key

* by author ¥ by authorstitle key
*x hy call numberx X by sexies

3

by ISSN/ISBN
For a detailed description of procedures and options £ox
item, see the section “Identify Item* in the chap%ar GZ

$.16.2.2 ID Delete Record

ILS will display the title of the item to be deleted. If thera are Volumes,
Issues, Parts, Supplements (VIPS) or Copies of the item ILS will prompt Zor
the specifiic item to be deleted. For example:

ILS will display: ’ T User enters:

Diseases of the eye.

YOLUME: . Numbezr of the volume to be removed Zrom the
collection.

OR

Journal of Radiology

YEAR: ' Last two numbexrs of the year o the issue.

MO: Number of the month (Jan=z1, etc.).

DAY: Date of the issue.

If the YEAR/MO/DAY prompts fail to identify the specific item, ILS will display
a list of items which match. When the specific itam has been positively

identified: :
ILS will prompt: Usexr enters:
ARE YOU SURE? NO/ RETURN to cancel the transaction oz

'Y' to DELETE.

NO REMAINING VIPS OR COPIES,
DELETE MBF RECORD AS WELL? NO/ RETURN to delete only the activiiy zecori or
'Y¥' to remove the item from *the M3BF entirely.

ILS will then prompt for ITEM: and you may delete another record.
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4.16.3 ID Special Featuzes

ITEM DELETE will remove xrecoxrds from the Master Bibliographic File or fzom
the Activity Record associated with each itenm. It is impoxrtant to understand
the function of the MBF and the Activity Record.

EEXXEKAREXEX XXX XXX KN ERXK AR X KX EX KX

* MASTER BIBLIOGRAPHIC FILE x The MBF contains the full MARC record
x x foxr each TITLE owned by the library
EEEXEKEX XXX XK RKX XXX XXX LKL X KX KXX XXX XX X

/ I
XEXXEXKXXXXLXEEE XXX KKK XXX XX XXX K ALK XX X The activity record contains data on a
* ACTIVITY X ACTIVITY * ACTIVITY X specific volume, issue, copy., etc.
* RECORD 1 * RECORD 2 ¥ RECORD 3 X An activity record will exist for each
XEXXEXEXKEXEXEXXXEX X KX KK KX XX K E XK KX X COPY of every title in the lib:azy.

The Master Bibliographic File contains the bibliographic data (in the form
of a MARC record) for every title in the collection. The Activity Record
is the record of each physical copy of each title in the collection.
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4.17 THE DICTIONARIES

4.17.1 INTRODUCTION TQO DICTIONARIES

The DICTIONARIES (DC) function allows authorized users *to craa*e and
maintain various files used to support initial creation and sukseguen<
seaazrchang of the Mastexr Bibliographic File (MBF), the Author:ty File,
and the various indexes. These Zfunctions are primarily used by the librazxy
at the time of implementation of ILS.

When enterxing DICTIONARIES, ILS asks:

WHICH DICTIOMARY? User types in first few unique let%ters of
desired dictionary or '/' to exit DC Zunction

The following dictionaries exist:

(1) Authozrity Tag - (4) Item Tag (7) Search Group
{2) Initial Article (5) Language (8) Stopword
(3) Intexface Type "(6) Phrase (9) Synonym

Press 1,2,3,4,5,6,7,8, or 9 to get HELP for a specific dictionazy.
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4.17.2 AUTHORITY TAG

The Authority Tag Dictionary is a list c¢f all valid authori%y tags.
It defines Zox each *tag its name, its valid subfields., the number of
repeats allowed in an authoxity record, and which subfields are used
in the local ARuthority File. It is used as an authorxitative reference
£ile for cataloging staff, as well as in the actual creation and main-
tenence of the Authority File. In addition to MARC-defined authority
tags, ILS allows libraries to define *tags which carry local information.

As of 3781, this function is not yet completely operational.
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N 4.17.3  INITIAL ARTICLE

The INITIAL ARTICLE function allows authoriced users to create a
new initial article list:; to add to, delete from oxr list %he <contents of
an existing initial article list; ox to delete an entire initial article
list.

AVAILABLE INFORMATION

1. Overview of Initial Azticle
2. Step by Step Procedures for Initial Azticla

For more HELP, press 1 or 2.
4.17.3.1 INITIAL ARTICLE - Overview

The Initial Article Dictionary is comprised of several lists of
initial axticles for different languages. It is. used in ILS to define
initial articles to be ignored when either £filing a title into or
searching for a title in the Divided Catalog Index. The INITIAL ARTICLE
function allows authorized users to create a new initial axtic¢le list;
to add to, delete from or list the contents of an existing initial article;
or to delete an entirxe initial article list. .

4.17.3.2 INITIAL ARTICLE -~ Step by Step

Upon entering INITIAL ARTICLE, ILS asKs the user to entar *he lan-
guage name or code for the specific initial article list of intasrest.
If the user enters an invalid language c¢ode or name, ILS infoxrms haz/him
of that £fact. If the user presses <Return> for English oxr enters a valid
language code or name, ILS asks which function the user wWishes %o pezfozrm.
The c¢hoices are:

(1) Add (user enters “a%“)
(1) Delete (user enters “d4d%)
(2) Edit (user enters “e%)
(2) List (user entexs “l1l%)

If there is no existing initial article list associated with the v
language name or code the usexr has entered, ILS ¢reates a na2ud list
the user subsequently chooses the ADD £function.

alid
For more HELP, enter the number of the desired function.

4,17.3.2.1 INITIAL ARTICLE - Add/Delete

Upon entering ADD, ILS displays:

INITIAL ARTICLE TO BE ADDED: Usexr types i1n “artircle"
ILS adds “article“ to the specified initial article list, -nfszns
-89-
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the user of that fact, and allows the usexr to enter another article
to the specified list. If “article“ is already in the initial ar<icle
lis%, ILS informs *the user c¢Zf that Zact and then allows the user to
enter another “arxrticle‘.

Upon entering DELETE, ILS displays the entire contents oi the
specified inaitial article list and asks the user to indicate by
its index # uhich specific article is to be deleted. After the
user has entered the index #, ILS deletes the article from the
list, informs the user that it has done so, and allows the user
to delete another article £frxrom the same list.

4.17.3.2.2 INITIAL ARTICLE - Editrs/List

Upon entering EDIT, ILS lists the entire contents of the
specified ini%tial article list and asKs the user to indicate by

its index # which specific article 1s to be edited. ILS then displays:

CHANGE “article“ TO: User enters “revised article*

ILS changes “article®“ to “revised article®, informs the user that
it has done so, and allous the user to edit another article from
the same list.

Upon entering LIST, ILS lists the entire contents of the
specified initial article list.
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The INTZRFACE TYPE function allows library staff to identify <ha X:inds of
online catalog seaxches that will be offered to each %typ2 of seaxche:x

With =his Zunction users may add, edit, or delete seazrch grouds andi seazch
processing types, ox list the search groups curxrently da2irned Zor a given

s int2rZace typre.

This Zunction is under development and is not fully operational as o |
, July 1981.
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The ITEIM TAG function allows authorized users to add, delete, edit or
list entries in the Item Tag Dictionary, a list of all valid OCLC tags
and locally defined tags used in ILS.

AVAILABLE INFORMATION

1. ITEM TAG - Overview
2. ITEM TAG - Step by Step
3. ITEM TAG =~ Special Features

For more detailed HELP, press 1 or 2 or 3.
4,17.5.1 ITEM TAG - Ovezrview

The Item Tag Dictionary is a list of all valid OCLC tags and locally
defined tags. It defiines for each tag its name, all valid subfields and
the formais Zox which each subfield is valid, the numbexr of repeats allowed
in a bibliographic record, and whether the tag is used in the local Master
Bibliographic File (MBF). It is used as an authoritative reference file for
cataloging staff, as well as in the actual creation and maintenence of MBF.
In essence, this dictionary defines the library's profile for selecting
which fields and subfields from a library's OCLC tapes axe extracted and
transferzred into the local MBF. 1In addition to OCLC tags, ILS allows indi-
vidual libraries to define tags which carry locally defined information.

The ITEM TAG function allows authorized usexrs to add, delete, edit
or list entries in the Item Tag Dictionary. New tags may be defined,
selected portions of existing tags may be edited, and/or entire tags may
be deleted. For information in greater detail than c¢en be provided in
HELP, users are xeferred to Lister Hill Contractoxr Report CR 80¢-02,

“A User's Guide to Maintaining the IMastexr Bibliographic File of the Inte-
grated Library System“ by Sandy E. inderson, MITRE Corp.

4.17.5.2 ITEM TAG - Step by Step
Upon entering ITEM TAG, ILS displays:

OCLC TAG ADD/EDIT/DELETE/LIST
ENTER OCLC TAG #*

The user entexs a 3-character code (numeric foxr OCLC tags or alphabetic
for locally-defined tags). If the code is not already in the Item Tag

. Dictionary, ILS assumes that the user is creating a new tag to be added to
;:, the dictionary and begins prompting the user for specified information.

- - If the code 1s already defined in the Item Tag Dictionary, then

F’: the user may proceed to editslist or delete that tag.

- For more HELP on specific procedure, press the number of *he desaired orption.

ot

.. (1) A3d a new *ag to
,
{

ha Item Tag Dictionary
2) Zd1trs1list an existin

g tag in the Item Tag Dictionary
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{3) Delete a tag from the Item Tag Dictionary

~:' 4.17.5.2.1 ITEM TAG - ADD neu tag
;; Upon entering ITEM TAG, ILS displays:
. INTER NCLC TAG User types 'code'

- I£f the user enters a 3-character 'code' which is not already
in the Item Tag Dictionary, ILS assumes that the user wishes to add
a neu tag to the Item Tag Dictionary. The user must ente heading
information about the tag as well as subfield code infar- -on.

-.: For more HELP, press the number of the desired opti
(1) Add heading information
(2) Add subfield code information

4.17.5.2.1.1 ITEM TAG - Add heading
AN .
f. ILS prompts for the heading information for the neuw tag.
RS . TAG NAME: User types 'name' to be associated with the tag
< ‘ (maximum of 60 characters). 4
LOCALLY USED? Y/ User types <Return> for YES or 'N' £for NO. This
: determines whether some paxt of the contents o2
3 this tag is to be included in the local M3F.
e MIIS NODE: (value) If the user has entered a 3-digit numeric code
) for OCLC TAG #, ILS requires *he user tTo a.so
assign the value of the MIIS node. The MIIS node
is a 1 or 2 character printable ASCII symbol unose
value determines the physical crdexr 1n uwhizh
all tags are laid out in <the bHibl:ogxzaphic recoxd.
For more information about the siznificance of !1IIS
node, see the reference cited in ITIM TAG - Intro
(press 'T' tuwice to g=2t there). Numerzric codes are

generally reserved for valid OCLC tags.

If the user enters a 3-alpha-character code,

ILS automatically assigns the MIIS node value

based on the 'code' entered by the usexr and-

whether the tag is locally used. Tags not

used locally are assigned a MIIS node value

of XXX, while tags used in the local M3F are

assigned a value of 'code'. For more information

about the significance of MIIS node, see reZerence
B cited in ITEM TAG - Intro (press 'T' tuice %o 4

get there). Alphabetic codes are generally used

for locally-defined tags.

&% OF REPEATS: 1/ The user enters <Return> for 1 I *+he
one occurrence of this tag -n a -
record. If more than one, the us
maximnal number of occurrences all
(maxzmum allowed 1s 99).
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§.17.5.2.1.2 ITZIM TAG - Add subf:ield

ILS row prompts for subiield specifications.

SFrcC: Usexr enters subiield code. This 1s usually a single alpha-
betic character. although multi-character codes beginning
with an alphabetic character are acceptable, e.g., “a2“.

SFC NAME: User enters name of the subfield (maximum of 60 characters).

TYPE: User znters digit(s) from 1 - 6, denoting the typel(s’) of

material fer which this subfield is appropriate. Numbers
are typed i1n consecutively without spaces between them.
(1) SER (2) BKES (3) A/vV (4) MAP (5) MUS (6) MAN

LOCALLY USED? Y/ User enter <PReturn> for YES oxr 'N' for NO. This
determines whether this particular subfield :s
carried in the local MBF.

I1LS then allows the usexr to define the next subfield.

4.17.5.2.2 ITEM TAG - EDIT/LIST tag

Rfitexr the user has entered a valid local tag code or a valid
OCLC tag number, e.g., 245, ILS displays:

(E}DIT/LIST OR (D)ELETE OCLC TAG # 245 (TITLE STATEMENT)? E/

The user enters <Return> for EditsList. ILS disvlays a chart of
information about the specified tag and then allows the user to
change the headings (e.g., change the name o¢f the tag), add a neuw
subfield, edit an existing subfield, or delete an existing subfield.
For more HELP, rress the number of the desired option.

(1) Chart display of specified tag

(2) Change the headings

(3) Add a subfield to specified tag

f4) Edit a subfield in spzscified tag

{8) Delete a subfield fxrom specified tag
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4.17.5.2.2.1 ITEM TAG - Tag chart
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After specifying the desired tag
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NAME

SHORT TITLE/TITLE PROPER

PIMAINDER OF TITLE/SUBTITLE

REMAINDER OF TITLE PAGE TRANSC
(etec. for other SfCs)

<RETURN>,'F','B' TO VIEW SUBFIELDS; '

EZNTER 'A' TO ADD, 'E'+SFC, 'D'+SFC

t

Qe n

e oen #<

The instructions at the bottom of

a user may take. 'F!

subfields, 'B'

locally used, and the #
subfield to this £field.
subfizld.

4.17.5.2.2.2

causes the display

i.e.,
of zapeats. A
'Ef+SFC allous

Edit heading

the chart

causes the display of the subsequent sequencs of

of the preceding sequence of subfields,
if all subfields cannot be displayed on a single scze=n.
user to adit heading information,

the name
allous t
the user

'D'+SFC allows the usex to delete a subfield

spacify the

possible

<he

-

'H' allecus
of the tag, whether
he user to add a new
to edit a paxrticular
from this

is

- - .

“ay.
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If the user enters 'H' for CHANGE HEADING :n ra2sponse *o disrzlay
of the *ag chart, ILS prompts the usexr for possible changes. The nane
and current value of each heading are displayed and the user may leave !
the curxent value as is or enter a new value.

NAME: 'current name's User enters <Petuxn> to
current name or enters the new
User enters <Retuzn’> to re*tain *he curren
value or enters <the new value. 'YEIS!
and 'NO' are the allouable cho:ices.
The value of MIIS NCDE is displayed,
cannot be changed by the user via
function.
User enterx
numbexr of
to the headings., ILS
to choose the next Zunctio

+he

nane.

raetain

LOCALLY USED: 'curxent value's

MIIS NODE: 'current value' but

this

# REPEATS: 'number'/s

i)

(4]

retain the curren
2rs a new nunmker.
N I
chart

A

[ =IO

ot

ag

s

After completing changes
and the user
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4.17.5.2.2.3 ITEM TAG - Add subfield

I£ the user enters 'A' for ADD SUBFIELD CODE in response to display
of the tag chart, ILS prompts the user for information about the subfield.
SF¥C: User enters a subfield ccde to 1dentify the new subfield. SFCs mus+
begin with an alpha character; thev are usually single characters,
although multi-character codes such as 'cm' or ‘'al' are acceptable.
If the user enters a SFC which already exists, ILS informs the user
of that fact and allows the usex to enter another SFC.

SFC NAME: User enters an apprxopriate name for the subfield (up to a
maxXximum of 60 characters).
TYPE: Usexr entexrs from 1-6 digits to indicate the typel(s) of ma-
terial(s) for which this subfield is appropriate. (1) SER

(2) BKS (3) As/V  (4) MAP (5} MUS (6) MAN Appropriate
digits are entered consecutively without spaces.
LOCALLY USEZID? YES/ Usexr entexs <PReturn> for YES or 'N' for NO.
ILS adds the information specified above to the tag and then allows the
user to entexr another new SFC if desired. After all new SFCs have been added,
ILS displays the updated tag chart and the user chooses the next function.

4.17.5.2.2.4 ITEM TAG =~ Edit subifield

IZf the user enters 'E'+SFC for EDIT SFC in response to the display
of the tag chart, ILS £irst verifies which SFC the user indicated and
then displays the name and current value of each piece of information
about the SFC which the user may edit. The user may retain the currxent
value or may enter a new value.

EDIT SUBFIELD 'code'? Y/ User enters <Return> if this is the
corxect SFC to edit oxr 'N' Zor NO.

NAME: 'current name's Usex enters <Return> to retain the
current name or enters a new name.

SEARCH GROUP #(s): ILS displays the current SG #(s) pezx-
taining to this subfield. Searxch
Group assignment can be changed only
through the Search Group function.

TYPE(S) ‘current numbers'/ Usexr enters <Return> to retain the
current list of numbers or enters a
new list.

LOCALLY USED: 'current value's/ User enters <Return> to retain the

current value or enters the new value.
'YES' and 'NO' are the possible choices.

ILS then £f:1les *he revised version of the subfield, informs the usex of that
fact, disclays the updated tag chart, and allows the user to choose the
nex* function %to pericrm.
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4.17.5.2.2.5 ITEM TAG ~ Delete subfield

If the user enter 'D'+SFC fox DELETE SFC in zeponse o *ha display
of the tay charxt, ILS displays:

DELETZ SUBFIELD 'code'? Y/ User enters <Retuzn> 3 coce' is
the appropriate SFC or 'N' =Zor NO.

I£ the usexr enters <Return>, ILS deletes the specific subfield Zrxom the
tag, informs the user of that fact, displays the updated tag char%, and
allows the user to choose the next function to pexform. IZ the usezr :s
attempting to delete the last remaining subfield £from a tag, ILS displays
an error message, since a tag must have a least one subfield. Tha enticx
tag may be deleted by initially specifying the DELETZ zZuncticn instead

of the EDIT function.

4.17.5.2.3 ITEM TAG - DELETE tag

After the user has entered a valid local tag code oxr a valid
OCLC tag number, e.g., abe, ILS displays:

(E)DIT/LIST OR (D)ELETE OCLC TAG & abc ('name of tag abc')? E/
The user entexrs 'D' for DELETE. ILS displays:

DELETE OCLC TAG & abc ('name of tag abec')? N/
If the user enters <Return> for NO, ILS prompts for another OCLC tag #
to process. If the user entexs 'Y' for YES, ILS deletes *he entizre
specified tag from the Item Tag Dictionary., infoxms the usear of that s
fac*t, and then prompts the usex for another OCLC tag # *o procaess.

. - ~ .

4.17.5.3 ITEM TAG - Spacial Features

ILS allows a library to define local tags in addition to th: 0OCLC-
defined tags. LlLocal tags may contain any specialized local inZormation
which a library wishes *o store in the bibliographic xz2coxi, such as
cataloging information for audiovisual harduare. A local tag is uswually
named by a 3-alpha-character code in the range of AAX ‘through WZZ C-des
beginning with X, Y, or 2 are reserved Zor internal ILS use. Local =ags
are added to the Item Tag Dictionary through use of the 'ADD new tag'

option of the ITEM TAG function.
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T NGUAGE Zfunction alllows authorized users to add, delete,
edit ¢ t entries in the language Dictionacry.
AVAILABLE INFORMATION

1. Overview of Language
2. Step by Step Procedures for language

For more HELP, press 1 or 2.
4.17.6.1 LANGUAGE - Overview

The language Dictionary 1s a list of languages and their 3-letter
mnemonics. It serves as a reference authorxraity list for the language
codes en*tered into the OCLC 008 language field. Th2 LANGUAGE function
allows authoriced users to add. delete, edit or list entries in the
Language Dictionary.

4.17.6.2 LANGUAGE - Step by Step

When entering LANGUAGE, ILS asKs which operation the user

wicshes to perform. The choices are:
(1) Add (usexr enters 'a')
(2) Delete (user enters ’'d')
(3) Edit (user entexs 'e')
(4) List (user entexs '1l')

For more HELP, enter the number cf the desired option.

4.17.6.2.1 LANGUAGE - Rdd

Upon entering ADD, ILS displays:

LAMGUAGE CODE: User must enter 3-lettexr c¢ode

If the language code already exists in the Language Dictionary., ILS
snforms the user of that fact. If *he language code does not already
exist in the language Dictionarxy, ILS displays:

LANGUAGE NAME: User enters the full name of the langauge.
.
FILE? If the user enters 'Y' (YES), ILS files the
A new language and 1ts code 1n the Language
y Dictionary. If the user enters 'K' (NO). the

present transaction in deleted.
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4.17.6.2.2 LANGUAGE -~ Delete
NCTZ Graat care must be exercised when deleting an entzy Zxonm
the Language Dictionary, since stopword lists, phrase l1ists
and initial articles lists associated with that language
axe automatically deleted.
Upon entexring DELETE, ILS displays:
LANGUAGE CODE: User must type 3-letter code
ILS then displays the full name of the language coxrresponding to the code
and asKs 1f the user wishes to delete that language. If “he usexr xzesponds
'N' (NOJ), then the present transaction is delasted. If the usex responds
'Y' (YZS), ILS displays the message:
CHANGING THIS LANGUAGE CODE WILL CHANGE STOPWORD LIST OR PHRASEZ FILrLZI
CHANGE?
TZ the usexr responds 'N' (NO), the present transaction is deleted. IZ the
user reponds 'Y' (YES), ILS deletes the language and its 3-lettex code
from =the Language Dictionary.
4.17.6.2.3 LANGUAGE - Edit
Great care must be taken when editing exis%ing language codes,
since stopword, phrase and i1nitial article lists may exist £for the lan-
, guage code the user intends to edit. When a languagae code 1s revised, any
such lists associated with the original language code are automatically
updated to become associated with the new languagze code.
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The EIZIT £functie
the £full name of an e
EDIT, ILS displays:

LANGUAGE CODE:

LANGUAGE NAME:

4.17.6.2.4 LANGUAGE

Upon entering LI

LIST BY CODE OR

LIST FROM: BEGIN

Entries from the Lang
may brouwse forward ('
entries.

e e W]

n allows users to change the 3-letter code ands/ox
ntrxy in the language Dictionary. Upon enterang

User must type in 3-letter code. After receiving a
‘7' prompt f£rom ILS, the usexr may press <Return>

to Kkeep the language code the same oxr the user may
type the new 3-letter mnemonic.

ILS displays the name of the language associa*ed waith
the code originally typed in above. The user may
press <Return> to xetain that name oxr the user may
type the new name.

- List
ST, ILS displays:

NAMT: If the user types 'C' (CODE), languages
will be displayed alphabetically by theirxr
3-letter mnemonic. If the user types 'N'
(NAME), languages will be displayed alpha-
betically by their names.

NING/ I£f the user presses <Return>, ILS displays
the language names or codes from the begin-
ning of the list. If the user tyres any se-
quence of characters, ILS displays the language
names or codes starting at that sequence.

uage Dictionary are displayed 7/screen. The user
F') or backward ('B') in the list to view additional
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4.17.7 PHRASE

The PHRASE LI3ST function allows authoriczed users 5 creas
phrase l1:3ts, to list or edi: the contents o existing 2hraca
or to d2lete en%tir2 phrase l:iscts. Phrase lists are uztilized
index bu:lding and searching.

2
N

AVAILABLE INFORMATION

1. Overview of Phrase
2. Step by Step Procedure £for Phrase

For more HELP, pxress 1 ox 2.

4.17.7.1 PHRASE - Overview

The Phrase List (PWL) is comprised of several lists of multi-word
phrases whose identities axe to be maintained during any keywording process.
It is used in ILS in praimarily two activities. In building the Keyword
Index, PWL is used to ensure that the defined phrase in its entirety is
entered into the Keyword Index, even if the phrse contains dafined stopwords. -
Likewise, when a user enters a term search, PWL is consulted to c¢check for

defined phrases. The individual words of a defined phrase are also entered
into the Keywoxrd Index in the usual manner unless they are in the Stopuword
Dictionarxy.

Each PWL is associated with a specific language.
Phrase lists may exist only for languages whose language code is
defined in the Language Dictionary. Each language may have one or
more phrase lists associated with it. E.g., there may be two separxate
phrase lists (corporate phrases and geographic phrases) defined
£or English; there may also be a phrase list defined
for French, and another one for German. All phrase lists associated
with a specific language are saeaquentially numbered by ILS at the tinme
of their creation. In oxdex to specify a phrase list, the usex
must specify both the associated language and the specific PWIL numbex.
The PHRASE function allouws authorized users to create new phrase lists,
to list or edit the contents of existing phrase lists, oxr %o deleta
entire phrase lists.

4.17.7.2 PHRASE =~ Step by Step

When entering PHRASE, ILS asks £for which language the user
wishes to use the PHRASE function. After pushing <Return> Zor
. English or entering a valid language name or its 3-le%tter mnemonic.,
the user is then asked to enter the number of the specific phrase
list desired. After the user enters the numbexr of a deZ:ined phrase
list, ILS displays the name of the phrase list and thsn asks the
user which operation he/she wishes to perform. The choices are:

(1) Add (user enters 'a')
(2) Deleta (user entexs 'd')
(3) Edit (usezr entexs '2')
(4) List (user enters '1l')
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For more HEILP, enter the numbexr of the desired option.
When the usexr is asked to identifiy the rhrase l:s*t numbex., the
user may enter “NIW to initiate creation of a new phrase list.
For moxe HELP® c¢cn phrase 1:st creation, fFress (5). Zf the user ernters an
undefined phrase 115t number, ILS alerts the user to that fact
and then allouws the user to create a new phrase list 1% des::ed.

4.17.7.2.1 PHRASE - Add

Upon entering ADD, ILS displays:

WORD TO BE ARDDED: User types in 'word' to be added

If 'worzrd' already exists in ae specified phrase list. ILS displays:
CUPLICATION: THIS CODE ALREADY EYISTS

I£ 'word' does not already exist in the specified phrase list, ILS
adds it to the list, confirms the fact that it has done so, and allous
the user to add another word to the specified phrase list.

4.17.7.2.2 PHRASE =~ Delete

Upon entexring DELETE, ILS asks if the user wishes to delete
all the prhrases in the identified phrase list. If the user enters
'Y' for YES, ILS asks if the user is sure. If the user enters
another ‘'YES', ILS deletes the entire specified phrase list.
If the usexr does not wish to delete the entire phrase list
and so indicates by typing 'N' fcr NO. then ILS prompts
the user Jor each individual word to be deleted from the list.
After the user types a 'word', ILS displays all entries in the specified
phrase list which match 'word' and asks the user to indicate
by 1ts index # which entry 1s to be deleted. ILS then deletes
the specified phrase, confirms the fact that it has done so, and
allows the usex to delete another phrase from the same phrase list.

4.17.7.2.3 PHRASE - Edit

The EDIT function allows the user to change the name of a specific
- rhzase list ands/or to edit individual entries in <the list.

Upon entexing EDIT, ILS displays:

EDIT THE LIST KAME? N/ User enters <Return> for XO oxr '¥' for YES

. If the usexr enters <Return> for NO, ILS prcceeds *to allou hims/her o
- edxr* ndividual entries. If the user enters 'Y' for TES, ILS then displays:
. CHANGE 'name' TC: User enters 'new nane'’
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ILS changes the name of the list, infozrms the user of that fac:

and then allows the user to edit individual entr-es. If 'hew nane'’
alzready exists as the name of another phrase list, ILS inzZoxras <=h
user of that fact and allows hims/her to enter another 'new nane

s

ILS displays:

WORD TO BE ZDITED: Usexr types in 'word' to be edi:ed
I£f 'word' has no matching entrxies in the specified phrase list, ILS
informs the user of that fact and prompts for another word. £ therxe arxe

matching entries, ILS displays them and asks the usexr to indica*a
by its index # which word the user wishes to edit. ILS then displays:

CHANGE 'word' TO: " Usex enters 'revised word'’

ILS confirms the fact that is has changed 'word' to 'rewvised word'
and then allous the user to edit another entry.

4.17.7.2.4 PHRASE =~ List

Upon entering LIST, the usexr is asked if sheshe wishes to list
the entire specified phrase list. I£ the user entars <Retuzrn>,
ILS begins to display the entries of the specified phrase list, beginning
with the first entry. If the user enters 'N' forxr NO, ILS displays:

LIST SWL FOR: Usexr enters the word or characters at
which listing should c¢ommence. ILS then
lists the entries of the specified phrase
list beginning with the wozd the user enters.

4.17.7.2.5 PHRASE - Create new list

After entering PHRASE and specifying the language of
the desized list, ILS prompts for phrase list number.
If the user type 'MEW', ILS creates a new phrase
list, automatically assigns its numbaz, and asks the user %o
type the name of the list. ILS displays the name and the
assigned number o0f the list, and then prompts the user to :ype
in phrases to be added to the new list. As each phrase 135 en%tarad,
ILT confirms the fact that it has been added and then allous
the user to add another phrase to the last.
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4.17.8 SEARCH GROUP

¥
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R
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The SEARCH GROUP function allows authorized users to create neu
search groups, edit existing search groups, or delete entire search

groups in the Search Group Dictionary. Seaxch groups arxe involved
in the creatzon and maintenance of the Authority File and the searching
indexes.

P o 2

AVAILABLE INFORMATION

1. SEARCH GROUPS - Overview
S 2. SERRCH GROUPS - Step by Step

For moxe detailed HELP, press the numbexr of the desired option.

S &
BAEARAD .
P .

4.17.8.1 SEARCH GROUPS =~ Overview

e
S
b
L

The Seaxch Group Dictionary consists of a list of library-defined
Search Groups and all bibliographic tags which comprise each Search Group.
This dictionary maintains the Authority File and the searching indexes.

When bibliographic records are added to he Mastexr Bibliographic File (MBS),
the Item Tag Dictionary is consulted to determine to which Search Group(s)
(if any) each *tag balongs. Then the Search Group Dictionaxry is consulted in
order to determine if +the data from that tag is authority-controlled ands/or
1f data from that tag is indexed in the Keyword Index ands/or the Divided
Catalog Index. Similar tags are grouped together into defined Search
Groups, e.9., an Author Search Group might consist of any name which
originates in the 100 £field, the 400 field, the 700 field, or the 800 field.
Thus, 1% a patron does an author search for the name 'Milton', the above
search group definition would have created indexes such that any occurrence
of 'Milton' in tags 100, 400, 700, or 800 would be retrieved.

«

The SEARCH GROQUP function allouws authcraized users to create new search
groups, edit existing search groups, or delete entire search groups in the
Search Group Dictionary. Decisions about search group definitions are made
at the time of implementation of ILS. Rlthough the Seaxch Group Dictionary
may be modified at a later time, such changes must be executed with care,
since seaxch group definitions determine the contents of the Authority File
and the searching indexes.

4.17.8.2 SEARCH GROUPS - Step by Step

Upon entexing SEARCH GROUP, ILS displays: ‘

{A)Y2D, (DIELETE, (E)DIT, OR (L)IST SEARCH GRQUP: User must enter the fixst
letter of the desired
function.

For more detailed HELP, press the number of the desired op*tion belou.
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1f data from the tags in this search group are
to ke indexed in the Keyword Index.

WCRD ADJACINCY? NO/ If the user has indicated that data fzom tags in
this seaxrch group are nct to be entered into the
Leyuword Index, ILS automatically ansuwers NO to
this question and proceeds. If data are to bhe
entered 1nto the Keyword Index, user enters 'Y' for
YES 1f information about the position of the word
in the phrase 1s to be carried ain the Keywoxrd Index.
Usexr enters °'N' for NO if positional information '
1is not to be carried in the Keyuword Index. This func-
tion is non-operational as of 2/81.
INDEY TERMS? NO/ User enters <Retuxrn> for NO 1f data from tags in this
search group are not to be entered into the Divided
Catalog Index. User entexs 'Y' for YES if data are
to t2 added to the Divided Catalog Index.
For each defined search group, data from tags must be indexed in Keyuword
Index andsor Divided Cataleg Index. If the user answexrs NO to both, ILS
displays an error message and allows the user to re-enter her/his responses.

4.17.8.2.1.2 SEARCH GROUPS - Add tag info

After indexing information has been defined, ILS prompts the user
for specific tag and subfield information. This defines which tags and

subfields are to be included in the specified search group. ILS displays:
TAG: User enters a valid 3-character tag as defined in the Item

Tag Dictionary. ILS displays the name of tihe tag and pro-

ceeds. If the user enters a tag that is not defined in the

Item Tag Dictionary, ILS informs her/him of that fact and
allows the user to enter another tag.

SUBFIELD CODE: User entexrs a valid subfield code as defined for the
tag in the Item Tag Dictionary. ILS displays the name
of the subfield and proceeds. If the user enters a
subfield code not defined i1n the Item Tag Dictionary,
ILS informs the user of that fact and allows hers/him
to enter another subfield code.

After a valid tag and subfield have been specified, ILS prompts for
how data in that subfield are to he treated during indexing. ILS displays:

STOPWORD LIST #: Usexr enters <Return> for none or the number of a de-
fined Stopuword List to be applied to the data of this
subfield when it 15 indexed 1in the Key word index.

PHYRASE LIST #: User enters <Return> for none or the number of a defiined

Phrase Llist to be applied to the data of this subfield
when 1%t 15 indexed i1in the ¥ey word index.

In bo*th cases, ILS displays the name of the list and rroceeds. If the user

enters an undefined nunber, LS informs tha user of that Zact and allous

hers/hin to enter ansther numbex. S+topwoxd List ard Phrase List specification
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apply to Keyword indexing only. ILS continues:
INITIAL ARTICLE LIST? NOs/ User enters <Return> Zox NO oxr 'Y' Zorxr 73I5.
This determines whether ¢r no>tT r1n-%zal azrzicl
- are stripped beforxe i1ndexing in the
Divided Catalog Index.
STRI? MON-ALPHABETICS? XNO User enters <Return> = 'Y Zcox LIS
This determines whethsz azetic
stxings resulting Zxzcm 4 ng a phrase
(e.g., a date) ara to te discarded
SUBFIZLD INFORMATION OK? YES/ \User reviews the above en<ez2d nZorma<ion
to verify that it 1s correct. If the user enters 'N' Zcx NO, *hen all
the user-supplied information is erased and the usar nay re-=2nta:x
required data. If the user enters <Return> foxr ¥YZIS. ILS %then allous
the user to continue by adding another subfield. AZtzr all desired
subfields have been entered, then the user may 2n%er anothexr Tay to be
included in this search group. When the user has defira2d all tags
and enters <Retuzn> in reponse to a new tag prompt, I.S displays
FILE? User enters 'Y' £for YES ox 'N' Zorxr XNO. 'Y' causa2s ILS to perma-
nantly store the new search group. The user may then rroceed *o
create anothar new search group. If the user entexs 'N', ILS
erases all of the above entered information and allcuws *the user *o
re-enlexr the data if desired.
4.17.8.2.2 SEARCH GROUPS - DELETE
Upon entexing DELETE, ILS displays:
SEARCH GROUP: User must enter the numbezr of a valid seaxrch gzoup.
Entering a '?' will cause all search grounss and thei:x
numbers to be displayed in alphabetical zxdesr by seazch
group name; the user can then indicate by its 2ndax num-
ber which search group is to be dalet=d. After the user
has chosen a specific search group, ILS displayvs
a table of information abcut the search gsroupr Fczr wera-
£ fication purposes. ILS then diszlays:
o DELETE? NO/ If the user enters <Return> foxr NO, ILS isncres <he dalete
K transaction and allows the usexr to specify another search
group to be deleted. I£f the usex sntzrs "Y' Zor YIS. ILS
deletes that search group f£rom the Scarch Group Dicinnary
and allows the user to delete another seaxrch group 1%
desired.
4.17.8.2.3 SEARCH GROUPS - EDIT
- Upon entering EDIT, ILS displays:
SEARCH GROUP: User enters a valid search gxzoup nu ¢ see
a list of all existing seaxch 7z2u: “he usex
may choose a specific search 5roup 3
LS5 then displays a chart of infornation aboust *hs c-oc: azah
TITOUD . The user may then procaed to changa =ha ~aaiings <3sl2,
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$.17.8.2.3.00 S _.ARCH GROUPS - Chart

Afta2r specifying the desired search group in E£DIT, I1S dizpzlays 2xisting
snformat:on about that search group. For Search Group #i, I.S 4:isplays
SEARCS 22002 NAME: PERSCNAL MNAME SEAR2CH 320U2 %«
AYTHO - SZARCH GROUP: YES AUTHCORITY CCONTAZLLZID: ¥YZS
INDEX KETWOR2DS: YES WORD ADJACENCY: NO INDEY TEZaMS: YIS
INTEPFACE TYPEIS SEARCH GROUP TYZPES
SUBFIZLD STRIP INITIAL STOPWORD LIST PHRASEZ LIST
TA CCDE ARTICLES? # DESCRIPTION # DESCRIPTION
100 a NO
Lon a NO
73 a HO
399 a NO
'~' TQ TXIST LIST:; '"H' TO CHANGE HEADINGS;
INTER 'A' TO ADD TAG; 'E'+TAG,'D'+TAG TO EZDIT OR DELZITE TAG:

The 1instructions at the bottom of the chart specify “hes pessidle aciions
a usex may take. 'H' allows the user to edit heading information, ~.e., the
name o% the search group, whether it is an authority searxch gxzoup, etc.
'A' allows the user to add a neuw tag to the search group. 'E'+tag allows
the uszr to edit the information about an already existing tag, e.g., adding
another subfield from the tag. 'D'+tag allous the user to delste a particularx
tag fxrom *the specified search group.

4.17.8.2.2.2 SEARCH GROUPS - Edit heading
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4.17.8.2.3.3 STARCH GICUFS - Add tag
Jpon entering 'A' n resronse to the Search Group Char%, ILS prompts
the user for all :znfcrmat:ion required to add a new tag to the spec:Zied

search group. ILS <d:isplays:
Y

TAG: Usexr enters a valid 3-character tag as defined in the Item Tag
Dzctionary. ILS then displays the name of the tag.
SUBFIELD CODEZ: Usexr enters a valid subfield code. ILS displays the
name of the subfield.
STCPWORD LIST #: User enters the numbexr of the Stopword List (if any)
against which data from this subfield will be passed
duraing the indexing process. ILS displays <he name

of the Stopword list. If there is no S%topword Lis<,
user enters <Return> to continue.

PHRASZ LIST #: Usezx enters the number of the Phrase List (if any)
against which data from this subfield will be passed
durang the indexing process. ILS displays the name of

the Phrase List. If there 1is no Phrase List, usexr enters
<Return> to continue.
INITIAL ARTICLE LIST? NO/ User enters <Return> for NO if data from th:s
subfield 1s not to be run against the
Initial Article Llist during the indexing
Drocess. User enters 'Y' for YES if data
will be run against the Initial Axticle List.
STRIP NCN-ALPHABETICS? NO/ User enters <Return> for NO if non-alpha-
betic strings resulting from keyuozd
indexing are to be entered into the Keyword
Index. User enterxs 'Y' for YES if such
strings are to be discarded.

SUBFIELD INFORMATION OK? YESs If the user entexrs 'N' for 'NO', ILS erases
all of the above information supplied by the
usex and allows the user to re-enter the
data. I£{f the user enters <Return> for TES,
ILS then displays:

FILE? If the user enters 'N' for NO, ILS deletes all the information
suprlaed above. If£ the user enters 'Y' for YES, ILS adds the
new *tag to the specified search group in the Search Group Dic-
tionary. ILS then displays the updated Search Gxroup Chart.

4.17.8.2.3.4 SEARCH GROUPS - Edit tag

Upon entering 'E'+tag in response to display of the Search Group Chart
for a specified search group. ILS allows the user to edit tags belonging to
that search group. ILS cdisplays:

TAG: 'tag code'/ User enters <PReturn> to retain the tag code. ILS
displays the name of the tac. The user may enter a
rew tag code, but the d teiined foxr the rFrev-
1o0us tayg nust also be the new tag.
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SUBFIZLD

Now =hat a specirfic %ag and subfield have been ldan L3 prompts =he
wser Zor how data from that subiield 1s to be proc
ILS displays
STOPWO2D LIST #: 'present value's User enters <Return> to retain 'pre-
sent value' ¢r 2nters the numbex of

INITIAL ARTICLE LIST APPLIED? 'present value's Usexr enters <Return> fto Keep|
'present value' or enters a
new value. The two wvalzxd
values azre '7YIZIS' and 'NO'.

.IP NON-ALPHABTICS? 'present value's/ User enters <Return> to retain the

After the above information has been entered, ILS asks:

FILE?

4.17.8.2.3.5

Upon en*exring 'D'+tag in response fo the Search Grou» Charz, IlS

displays:

D

LET

ARE YCU SURE? NO/ If the user enters <Return> Zfor NO. ILS -.snores

TAG: 'tag number' - 'tag name' ILS displilays the nuﬁ“ev

SEARCH G20UPS - LIST

CODE: User enters the code £or an existing subfial? I.s
immedira*tely displays a '/°'. The user entaxzs & <2aturn>
to retain the subfreld code previousiy antersd Ils
displays the name of the subfiesld. The usa2r may change
the code by entering a wvalid tald zode

anothexr Stopword List. ILS displays the
name of the Stopuwoxd List.
#: 'present value's User enter <Return> to reftain 'present
value' or enters the numbexr of another
Phrase List. I.S displays *the nane oI *he
Phrase List.

'present value' oxr enters a neuw
value. The *two val:d values are
'YES' and 'NO'. )

If the user enters 'Y' for YES, ILS £files the above infoxmation
into the Searxrch Group Dictionary. IZ the user entexrs 'N' for
NO, ILS deletes the above transactions and allows the usar to
re-enter the information if desired.

SEARCH GROUPS - Del tag ' N

‘- -~ .

and name oz th
tag for wvexi:

the transaction and displays <the Search Grcup

Chart again. If the user enters 'Y' Zor YES,

ILS deletes that tag from the Search Group and
displays the updated Search Group Chart.

ng LIST, 15 displays the names
etical order., along with theirx
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4.17.9 STOPWORD

The STOPWORD function allows authorized users %5 crea*e new stopuwozd
lists, to list or edit “the contants of existing stopuword lis<s, oxr <*¢
delete entire stopuord lists. Stepuword lists are utilized n ILS durzring

the creaz:ron and searching of the searchng indexes.
AVAILABLE TNFORMATION

1. Quervieuw of Stopuorzd
2. Step by Step Procedure for Stopuord

For more HELP, press ! or 2.
4.17.9.1 STOPWORD = Overview

The Stopword list is comprised of several lists of defined words or
phrases to be 1gnored during ILS processing of user, patron, or bibl:io-
graphic i1nput. Stopwords 1in general are common high~frequancy uwords
which 1n themselves carry little meaning, e.g.. the words “and,*, “fozr,“
or “Mr.* and are therefore not useful as searching terms. The Stopuord
List 15 used in ILS in primarily tuwo activities. In building the Feyword
Index, the Stopuord List is consulted in order to eliminate the KReywording
of defined stopwords.

Every Stopuword List is associated with a specific language.

Stopword lists may exist only for languages whose language code is

defined in the Language Dictionary. Each language may have one or

more stopword lists associated with it. E.g., there maybe three separate
stopuword lists (common woxds, abbreviations, and geographic texzns) defined
for English; *here may also be a stopword list of common words defined

£o0r French, and another one £foxr German. All stopuword lists associated
with a specific language are sequentially numbered by ILS at the tims of
th=1r creation. In order to specify a specific stopuord lisi, “he user
must specify both the associated language and *the specif:c¢c SWL numkar.

The STOPWORD Zfunction allows authorized users to create new stopuword
lists, %o list or edit the contents of existing siopuword lis%s, or
to delate entire stopuword lists.

)
BS
c
a
1

4.17.9.2 STOPWORD .~ Step by Step

When entering STOPWORE, ILS asks for which language the user
Wwishes to use the STOPWORD function. After pushing <Retuzrn> =Zor
English or entering a valid language name oxr its 3-letter mnenmonic,
the user is then asked to enter the number of the specific stopword
list desired. After the user enters the number of a defined s4orpword
list, ILS displayec the name of the stopuord list and £h&n aszks the
user which operation he/she wishes to perform. The choices are:

(1) Add (user enters 'a')
(2) Delete (user enters 'd"')
(3) Edat (user entexrs 'e')
(4) List (user 2ntexrs '1l')

For more HEL?, enter the number of the desired crtion.
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When the user 1s ashed %o :de e s*topword lis+t number, the
user may enier “HIW" to nr%iate creat of a new stcpwordé list.
For more HILP on s 5% aTlol. press . If <he user enters an
undefined storwczrd lisz B4 5 alexr=ws *he wucar to that ifact
and then allows the user z a new stopword list 1i des:=red.
4.17.9.2.1 STOFWORD - Xdd

Upon entering AIZD, ILS displays:

WORD TO BE ADDED: Usexr types in 'word' to be added

If 'woxrd' already exists in the specified stopword list, ILS displays:
DUPLICATION: THIS CODE ALREADY EXISTS
If 'word' does no%t already exist in the specified stopuword list, ILS

adds it to the list, confirms the fact that 1t has done so, and allows
the user to add another word to the specif:ied stopword list.

4.17.9.2.2 STOPWORD - Delete

Upon entering DELETE, ILS asks i1f the user wishes to delete

all the words in the identified stopword list. If the user enters
'Y' for YES, ILS asKs if the user is sure. If the user enterxs
another 'YES', ILS deletes the entire specified stopword list.

If the user does not wish to delete the entire stopword list,
and so indicates by typing 'N' for NO, then ILS prompts
the user for each individual word to be deleted from the list.
Aftar the user types a word, ILS displays all entries in the specified
stopword list which match the word and asks the user to indicate
by its index % which word is to be deleted. ILS then deletes
the specified word, confirms the fact that it has done so, and
allows *the user to delete another word from the same stopword list.

4.17.9.2.3 STOPWORD - Edit

The EDIT function allows the user to change *he name of a specific
stopuwonrd list and/or to edit individual entzies in the list.

Upon entexing EDIT, ILS displays:

EDIT THE LIST NAME? N/ User enters <Return> for NO or 'Y' for YES

Zf the user enters <Peturn> for NO, ILS proceeds %o allow haim/her to

edit individual entries. If the user enters 'Y' £or YES, ILS then displays:

CHANGE 'name' TC: User enters 'new name'

h

ILC chanses the nanme of +he list, informs the user of that act,
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and then allows the user *to edit individual entries. I£ 'naw nama-
already exists as the name of another stopuocrd l:st, ILS inioras the
user of that fact and allows himshezr to enter anothar 'new nanme'.

ILS displays:

WORD TO BE ZCDITED: User types 1n 'word' to he ed=%t=zd
Tf 'word' has no matching entries in the specif:ied stopuword 1:
informs the user of that fact and prompts Zor another woxd.
matching entries, ILS displays them and asks the user to ind
by 1ts index # which woxrd the user wishes to edit. ILS then

s=

e Q e

(eI B

CHANGE 'word' T0: User enters 'revised word'

ILS confirms the fact that is has changed 'word' to ‘'revised werzd!
and then allows the user to edit anothex entry.

4.17.9.2.4 STOPWORD - list

Upon entering LIST, the user is asKed if sheshe wishes %o list
the entire specified stopuword list. If the user enters <Retuzn>,
ILS begins to display the entries of the specified stopword list, beginning
with the first entry. If the user enters 'N' for NO, ILS displays:

LIST SWL FOR: User entexrs the word or characters at
which listing should commence. ILS thea
lists the entries of *he specifiasd stopuorsd
list beginning with the word the user enztexa=d.

4.17.9.2.5 STOPWORD - Create new list

After entering STCPWORD and specifying the language of
the desired list, ILS prompts for stopuord list number.
If the user type 'NEW', ILS creates a new stopword
list, automatically assigns its number, and asxs the user to
type the name of the list. ILS displays the name and <the
assigned numbexr of the list, and then prompts the user to *yre
in words *to be ddded to the new list. As each word i1s entexed,
ILS confirms the fact that it has been added and then allous
the user to add another word to the list.
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4.17.10 SYNONY? I

The function SYNONYM allows authorized users to add, delete, edzxt
or list words 1n the Synonym Dicticnary. The Synonym Dictionary serves
as an aid in catalog seaxching to suggest additional or alternaitive searching
terms to the user.

AVAILABLE INFORMATION

1. Overview of Synonym
2. Step by Step Procedures fcr Synonym

Tor additional HELP, press 1 or 2.

4.17.10.1 SYNONYM - Overview

The Synonym DPicticnary 1is a list of defined synonyms for any given
word, phrase, or abbreviation. The Synonym Dictionary may be viewed by the
patron to suggest additional or alternative search terms. The f£ile 1is
not accessed automatically in the search process, but is intended as a
user aid only.

The function SYNONYM is used to add, delete, edit or list words in the
Synonynm Dictionary. An entry in the Synonym Dictionary consists of a xoo%t
word its list of syronyms. Each word in the list of synonyms is automatically
displayed as a synonym ¢f the zoot word and, similarly, the root word is
automatically displayed as a synonym for each of the woxds in its synonym
list. However, wozds within a given list of synonyms are not displayed
as synonyms for each other unless so defined explicitly.

for example,

Root Word List of Synonyms

childzen boys,brats,girls,kids,tots
boys brats,males

girls females

The synonyms displayed for children are: boys,brats,girls.,kids,tots.
The synonyms displayed for boys are: brats,children,boys.

The synonyms displayed for gixls are: children,females.

The synonyms displayed for kids are: children.

The synonyms displayed for tots are: children.

L.17.91%.2 STNONYM - Step by Step

When entexang SYNONTM. ILS asks which operaticn the user
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WJishes to perform. The choices are:
(1) add (user entexrs 'a')
(2) Delete {user enters 'd"')
(3) £dit (user entars 'a')
{4) List (usexr enters '1l')

Tor moxre HEL?, entexr the number of the desired option.

4.17.10.2.1 SYNONYM - Add

Upon entering ADD, ILS displays:

WORD TO BE ADDED TO SYNONYM LIST: User types 1n 'wozrd' <o
be added
If the word does not already exist in the Synonym Dictionary, ILS
next asks the user to type in a synonym. After ILS confirms <that
it has accepted that synonym, ILS then asks the user to type 1n
another synonym. The user may add as many synonyms as necessary by <this

procedure.

If the woxd already exists in the Synonym Dictionaxy, ILS infoxms
the user of that fact, lists all the existing synonyas fcr that word, and
then allows the user to enter additional synonyms for that woxrd according
to the procedure in the preceding paragraph.

4.17.10.2.2 SYNONTM - Delete

Upon entering DELETE., ILS displays:
WORD TO 3E DELETED: User types in 'word' to be cdeletad

ILS then displays all matching entries from the Synonym
the user to choose the desired entry by 1ts 1index #. A
entered the index &, ILS displays all synonyms associated wiith the woxd

and asks 1f the user wants to delete the entirxe list of synonyms associated
with that word.

DELETE WHOLEZ LIST OF SYNONYMS FOR 'uword'? Y/

If the user responds with <Return> or 'Y' for yes, I.S delates all
synoenyms associated with the word and :informs the user o <hat =Zact zZ
all synonyms assocrated with tha word have heen dele+ed. “hen that word

itself 1s no longer in the Synonym Dictionarxy.
I% the wuser responds 'N' for Mo, than ILS asrs *he
by 1ts x2ndex % which specific synonym th2 usar wishas =
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deletes a specifi1< synonym, ILS confirms that 1t has been dele*ted and then
allows the user to delete ano=her synonym Irom %the list. As long as thex
15 at lsast ¢ne synonym assccia%ed wiih the word, 4the word and 14s
synonvm remain in the Synonym Dictionazry; I the user dazletes +

remaining synonym, Then both the word and 1ts syncnym ars Celaes
the Synenym Dictionary.

4.17.30.2.3 SYNONYM - Edat

Upon entering EDIT, ILS displays:
WOPD TO BE EDITED CR PREIVISED: User types in 'word'

ITLS then displays all matching entr:ies in the Synonym Dictionary and
asks *he user %o choose the des:red entry by 1ts index #. After the
user has entered the index #, ILS asks her/him to *type in the revised
form of the uwoxd.

CHANGE 'word' TO: User types in 'revised word'

‘- - .

Af+ter the user enters the 'revised word', ILS displays all
synonyms associated with 'word' and asks i1f the user wishes to edit the whole
list of synonyms for 'word'. If the user enters <Return> or 'Y' for Yes,
then all of the synonyms previously associated with 'word' now become
assocrated with 'revised word', and 'word' is deleted from the Synonym Dic-
tionarxy. If the user entexs 'N' for No, then ILS asks the user to specify
by 2ts 2ndex # which specific synonym sheshe wishes to be associated wuith
'revised word'. Both 'word' and 'revised word' remain an the Synonym Dic-
tionary as long as at least one synonym remains associated with each.

If 'revised word’' is already defined as a synonym for ‘'word', ILS
informs the usexr of that fact and asks 1f the user wants to continue with the
change. If the user enters 'N' for No, ILS disregards the transaction and
asks for another word to be edited. If the user enters 'Y' foxr Yes, then
the 'revi:sed word' becomnes the root word, all entries in the synonym
list beccme associated with 1t, and ‘'word' 1s deleted Zfrom the Synonym
Tictionazy.
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4. 17.10.2.4 SYNONTM - Laxst

Ypon entering LIST, ILS dxsplays:

DISPLAY SUNONYM LIST FOR: Usexr types '

ILS then
asks the
entexring
with the

ILS informs the user of that

word.

displays all matching entxzies in the Sy
user to choose the desired entry by its

the index #%, ILS then displays the list of synonyms associated

word. If there are no ma*ching entzies

L S L. W T Wy - & . (. i et b PR

fact and prompts the user *o enter anothex

A e e e AL '1

word'

nonym Dictionary and

index 2. Aztex

in the Synonym Dictionary,




4.18 CATRLOG REVIEW

4.18.1 CATALOG R

[&4]

VIZW

The CATALOG FRIVIEW procedure allows authorized users to review bibliograrhic
records added directly to the Master Bibliographic File by the PROCESS CCLC
TAPE Zunction.

AVAILABLE INFORMATION

1. Overview of Catalog Revieuw

2. Step by Step Procedures for Catalog Revieu

Please enter the number of the type of information you desize:

L.18.2 CR Overview

CATALCG REVIEW is a process by which a librarian may review the bibliographic
records added directly to the Master Bibliographic File by the PROCESS OCLC
TAPE function. 2All such records will have been fully entered in the MBF and
indexed for searching through the online catalog; the librarian uses the
CATALOG REVIEW function to verify that the bibliographic information is
accurate and to approve correct records or edit invalid data.

4.18.3 CR Step By Step

CATALOG REVIEW consists of these steps:

1. IDENTIFY REVIEW DATE - Identify which records you want to review
based on the date they werxe added to the file.

Then choose one of the £follouwing options:

2. DELETE REVIEW FILE ENTRIES - Delete the review file for a particular
date, 1if all records are correct and need no further review.

3. PREVIEW NEW BIBLIOGRAPHIC RECORDS - Review all bibliographic records
added on the chosen date.

4. REVIEW DUPLICATE BIBLIOGRAPHIC PECORDS - PReview added records which
duplicated records already present in the Master Bibliographic File.

Tor more HELP enter the number of the desired option.

b,18.3 .1 CR Identi1fy review date
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The f:rs%t step in perxrforming CATALSS REVIEZW 15 %o 1den¥tiiy <h
~“5 be revieuwad. ILS will promot “D2ATI:'. A “?" ywyill causa ILS
iatas on which bibliographic records were Loadad Zzom MAZC =
following format
TNDEZX 3 AT RECOPRDS
1 07,2178 51
2 07722781 312

The user enters the index number of *the date %o re ravieuwad

will dxisplay details of *the records loaded on that day, as
CATEGORY TOTAL APPROVED 2EMAINING

NEW BIB RZ 51 0 s

DUP? 3IB REC 0 0 0

TOTAL 51 0 31

4.18.3.2 CR Delete raview £ile entr:ies

Th1is step allouwus you to clear out the review =

zle for a par=iculax dave 1%
no more review 1s required. The associated bibli1ogzarhic rzcords remain =n
the MBF and indexes, but will no longer e lis%tad 1n CATALCS 2 s n2eding
ravisuw. Use this option when you arxe satisfied that the new recards
are accurate.
ILS will prompt: User should en*ter:
DELITE ALL EINTRIES FOR (DATE) '7'es *to delete *the review =Z:ile
FROM THE RIVIEW FILE ? N/ when revieuw .s complete
Carrzage re*tuxrn oxr 'N'o %o retain
the rewizw 21l2 Zor fuzihar use
4.18.2.3 CR Review new records
I£f “he user chooses to review new recoxrds added on the chosen dats., Z.35 will
beg:in to disvlay the records one at a time, in the order in which *thsy uware
loaded from tape. Each record 1s displayed 1n a MARC Zormat, ani the revieuer
1s g.ven the option to edit, approve, or view *he nax% reccrd:
OPTIONS = EJ)DIT, A)IPPROVE, OR NJIEXT? N/
To EIDIT, the reviewer mus* answer £ to o .is gquestion, then ifentify <he <tag and
subZield to be changed an. enter the . rrection. The edited record can then be
f1led and approved. To APPROVE the reccrl, {he reviewer enters A at <his pcaint
<o i1ndicate *hat the record is correct zand needs no further rev:iezw. T0 See <he
e reviewer anters

NZWT record without approving or editing th: current one, th
caxrriage return or N to this gquestion.

total of tha records aprroved
ays only *he recordis which 352
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> 4.18.3.4 CR 2eview duplicate recoxrds
=
»
Tf ILS determinas that a new bibliographzc record duplicates on2 already
presen*t i1n the M3F, *the new recoxd rervr.aces *he c¢ld one and beth may be viewsad
thzough CATALCG REVIEW For each duplicate paix, ILS displays <he numbers oI
the tags which were 1dentical and those which were present in one :eco:d bu=
not *he other. ILS also displays *he tags which were present in both zecords
- but whose data were different
i After .iewing this summary o the duplication, the reviewer chocses one of the
following ozTion
OPTIONS - VJIIEW, RIECOVER, AJPPRCVE, OR NJ)EXT? N/
VIEW allows *the revieuwer %o look at the full record in the MBF (the ‘“new
recoxrd) or ~n the PRevieuw File {(the “old“ record). RECOVER lets *the review=sx
re<z.eve <he data from the old recoHnrd the rerlaced tags only, the delet=24d
. tass only, or the whole record. APPROVE indicates that the rerlacsmeni -s
p N \ N . ..
Sy cozrect, and thes old record i1s deletad. NEXT displays the next du;l:cate pair
’n<.-
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AUTHORITY MAINTENANCE

01800 AUTHORITY MAINTEINAXNCE

ENANCE Zunctions allow authorized usa2xrs =2
2 and associated bibliographic records.

-

AVAILABLE INFORMATION
1. AM OQverzvieuw
2. AM Options
2. AM Special Features

or more information, enter the appropriate numker.
+.19.2 AM Overzview

The AUTHCEITY MAINTENANCE functions update the authority Z£il
online catalog searching. Using this feature, a librarian na
authority record, merge an invalid authority record into a v
maintain cross-references. Affected bibliographic records a
Immedia*taly.

e whic
y edit
a i x
x

i
e usd

For a more datailed description of AUTHORITY MAINTENANMCZ, enter T
i1 Cptions.

400203 AM Options

Thzrz are thrase options available through AUTHORITY AINTEINANKCE:

1. Z2IT AUTHORITY RECORD - to change the texs of an authorzity
neading or to adds/edit notes.

2. MERGZ AUTHORITY RECORDS - %o replace an invalid au=zhecxzoty
by a valid one thzoughout the catalog.

I

C20SS-REFERENCE ADD/DETZTE - to create or dala*te a Ze2 o
raference to an exis*ing authority record.
for a dztail2d description, enter the appropriate numter.
6.1 30! AM Edit authority record
The IZIT AYUTHORITY REICO2D oontion allcws a librarian o urdat2 Tha
- 123 -
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[ e enn e andn —w hadine” oS A A
o
m an exis*ting sutihcr.iTyv record, ox
by following <hesz sziers
- . . AUTHORITY
edited 1s a perscnal n
2 IZ2EINTITY THE D2EZCIFREDZ R
selact fxom th= approp
authority record once
3. ENTER UPDATED INFORMAT
and enter correct data
HOTE: Crecss-refexences may not b
ADD/DELETZ
$.12.3.2 AM Merge authority re
The MIAZE AUTHCPITY PECCPRIS opti
a valid authority. All associate
the wvalid authority texm This

1. IDENTIFY THE
1S & pPersona.

AUTHORITY TYP
name, topica

2. TDENTIFY THE

select

INVALID RECOR
the appropriate rec

FY THE VALID RECORD
and select the rec

LISH CROSS-REFLRECNCE
ence to the valid zec

X w

Ldds/delete cross-r

O
]
(o]

SS-REFEPENCE ADD/DELETE £

A o S - . A ~
o add or edit notes or other :informazicrn,
TYPE - indicate uwhethexr 4ha record %2 be
ame, *topical subrect. ezc
ZCOFR2 - enter the authority as hnown and
rrata2 ndex. ILGS woll display tne 2ull
selected.
ZON ~ identify tag to be changed or added,
e changed using this option: use CRCSS-REFERENCE

cords

¢n replaces an invalid authorit record uwith
d bibliographic records are changed to shcow
option i1involves fcur steps:

£ - the

indicate whether wnvalid recoxd

l subject, etc.

D - seaxch for the term
ord from the index.

to be changed and

- search for the term to replace the inval:d

ord from the 1index.
-~ the invalid record may be lept as a Sze
ord, if desired, or 1t may be deleted entarely.

eferences

unction consists of three opticns:

1. ADD SEE REFERENCE - identify the valid authority recoxrd and
entexr one or more “invalid®“ entries to point to it.
2. ADD SEE ALSO REFEREMCE =~ identify a valid auti.ority record,
then i1dentify other wvalid authority(ies) to which it points.
See Also From entries are created automatically.
2. NCE - identify an authority record and
ts reference “lirks" is to be deleted.
lso From reference xn *the other recoxd
omatically; a *term which 15 a See *%c an
1l bhe deleted.
3 |
|
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4.19.4 AM Spveclal Features
N specral featur2 of the AUTHORITY MAINTINANCE Zunction Is =he
fac+< +hat all associra%ed bibliograpnhic records ara2 su<tsmnmaszzally uzdaced
when an authority record rs changad. Us2rs should ke2p zn mzni zhazt 2ach
2d1%t oFf an authority racord Wwill gererate transacticns To urdata2 2ach
H1bliogxraphic record which uses that authority nheading. IZ *the heading s
a commonly-used one, 1% may taka some time Zor all bibliogzraphic zzccrds %o
e changed.
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5 CATALCG ACCESS SUBSYSTEIM

The Ca*talog Access Subsystem i1s the ILS online catalog. It allcws users <o
search the Master Bibliographic File using a number of different seazch ypes.
Thexre are 7 dirZferent options 2n <the CATALOG ACCESS SUBSYSTEM (CAS):
1. ES = ENTER SEARCH 5. 0S = OTHER SEARCHES
2. AU = RUTHOR SEARCH 6. TM = TERM SEARCH
3. TZ = TITLE SEARCH 7. GF = GENERAL FUNCTIONS
4. SuU = SUBJECZT SEARCH
[- For more inrformation about any of these options
< select *he number of the option desired.

5.1 INTRODUCTION TO SEARCHING

To search the ILS online catalog you must first identify the type of search

you wish to pexrform. For instance, 1f you want 1tems by a given author, choose
the AUTHOPR search; if you Know *the title of the desired item, choose TITLE
searxch; 1f you want all 1tems on a given subject, choose SUBJECT search; o
search for 1*tems containing a given word or phrase, choose the ENTEP A TEIRM
search by *ypaing in the word you are interested in; oxr to try other kinds of
searches, choose CTHEER searches.

For more information about any of these searches, choose the appropriate
numbar bhelow or enter a 7/ to resume searching. For more general ainformation
asout scarching, press PETURN.

i AUTHCR? SCEARCH 4. OTHEPR SEARRCHES
2 TITLE SEARCH 5. ENTEZR A TERM
3 SUBJECT SEARCH
ZARCHING CZOMMANDS - These conmmends car be used at any %taime to end a search.,

pack up ¢r start a new search. rollow each command by pressing RETURN.

Vs - to end your current search and allow you *to start a new seaxrch.

- - to take you back to the previous display.
~ %0 get brief instructions
F = %0 move FOFPUWAERED *through a list when (MORE? i1s displayed.
°. 3 - *o move BACKHWAFRD through a ii1st.
b - . .
’ AU - 1JF search /CS - to select one cf the CTHER searches
- /T - T search /TM - to start a TERM seaxch
S50 = £JZICT search
= - ¢ ining a command and our search term. Fecr examrle.
iTics or sAU=Jackson to start a nzw saarc
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Now enter a ~/ to resume searching or enter ? for other ianZormation.

5.2 AUTHOR SEARCH

To search by author, enter as much of the name as you Kknow 1n %ha “f.ll-in-
the-blanks“ area providaed. ILS will then display a list o£f authors <rcm zhe
1ndex. stax=ing wWwilith the name or partial name which you entered. IZ the name
1s not*t 1n the index at all, ILS will still display names Zcllowing i<

For example:

LAST MAME FIRST NAME MIDJDLZ NAMZ

ANDERSEN

ILS will display author names, beginning with ANDERSEN. Choose the
desized author by its REF number to see a list of items in the catalog
by that author.

Enter a 7 to resume searching or sES for more information on searching or
ask a librarian.

5.3 TITLE SEARCH

To search by title, entexr as much of the title as you know in 4“he blark ares
provided. ILS will then display a list of titles from the index, startin-
with the title or partial title which you entered. If the title you entered
is not in the index at all, ILS will still display titles following it.

For example:

ENTER TITLE: FIRE

ILS will display titles, beginning with FIRE. To scan through *he l1:35% of
“1tles, you may enter F to go FORWARD in the list, or B to go BACK. To see
a more complete listing Zor a title, enter its REF nunber.

IF 70U ARE UNSURE OF THE CORRECT TITLE YOU MAY ENTER ONLY THE FIRST WCRD.

IF Y0U REMEMBER ONLY ONE WORD OF THE TITLE YOU MAY WISH TO 20 X TT

i}

~
et

[

ARCH.

Enter / to resume searching or /ES for more informazion or asx a l;b:a:ian1
5.4 SUBJECT SEARCH

To search by subject, enter a single word in the blank area. YOU DO XNo7T
70 ENTER A COMPLETE WORD. ILS will then display a list oZ woxds from the
index, starting with the word or partial word which you entered. If +h
you entered 1s not in the index, ILS will still display words follcuin
for example:

ENTE2 A WORD: POLITICS
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ILS will display words, starting with POLITICS.
would have begun earliexr -n the alphabet,
terms you would have missed otherwise.
interests vou and press 1ts REF nunber. ILS will display all SUBJECT HEADINGS
which contain that word. Again, press the REF number for the subject which
interests you. ILS may lis%t 1tems in the catalog or fuxther subdivisions fcr
the subject heading with REIF numbers.

If you entered POLI the list
perhaps with POLICY or POLITIC:L,
Find the word in the list whaich

Enterx / to resume searchaing or RETURN
EXAMPLE OF SUBJECT SUBDIVISION DISPLAY

for more information.

REF TITLES SUBJECT

R1 12 kWorld politics

r2 5 - 1839-1945

23 7 - 1945~

R4 3 - Addresses, essays, lectures

In this case you can enter REF number 1 to see all items with the subject

heading World Politics regardless of subdivisions or enter 2,
see items with specific subdivisions.

3, or 4 to

Enter / to resume searching or /ES

ask a librarian.

for more information on searxrching or

5.5 CTHER SEARCHES

Zf you wish to search by an ORGANIZATION NAME (such as the American Medical
Association) or a MEETING NAME (such as the European Computer Congress) or
if you are looking for a specific item and you Know its exact title, call
number oxr other identifying number, you may wish to choose one of the

OTHER SEARCHES.

1 TITLE HEY 5. CALL NUMBER

2. SERIZIS AUTHOR 6. CORPORATE NAME
3. OCLC NUMBER 7. CONFERENCE NAME
4. ISSN/ISBN

For more infor-ation on any search, press 1ts number.

Enter a s/ to resume searching, /ES

askK a librarian.

for more information about searching or

5.5.1 TITLE KEY SEARCH
TITLE: The (pollitics (0f) (em)erging {(nlations.
TITLE EEY: polofemn
A tx*le Key 1s a quick way to find an i1tem when you are sure c¢f :1%ts “:1tle.

e
134
J
m

h
1
1
+
(3]
"
+

rey 1s made up of *hHe first 2 characters o
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T o mana saadh sned st sanglh Miegh Jhegh el stagh SEndih el nandi iath M aad it ShadiCabndl Ml i A -T'

firxst 2 characters of the sacond, the £first 2 charactezrs of
first character of the fourth word 1n the title of a ook orx
(a, an, the) as & FIRST woxd arxe 1gnored.

TO STARCH - *type the title key Zfor the desired item. You do n»> t2
complete 3,2.0,1 Key or enter the commas. In the exampla abova, you could f:nd
+*he item with all of these ti+le keys: polofem polofz s3l0 DO

but the more letters you enter, the better your chances o Zinding only %he

desirad xtem.

Enter ~/ to resume searching, /7ES for more general informa=iocn, T
information about other searches. oxr ask a librarian.

th
(o)
it

5.5.2 SZRIES SEARCH

Often a publishexr or other organization will issue a SERIES of booRs on a

single topic. All books in the series will share a common series name such
as 'Addison-Wesley Series in Physics' oxr 'Conference Board Repozxt.'

To search, enter as much of the series name as you Know in the bhlank area

provided. ILS will then display a list of titles from the 1ndex, all from

series which match your entry. For example:

ENTER SERIES: WEST

ILS will display titles from series beginning with 'WEST', e.g. 'West Legal
Reports' and even 'Western Touwns Travel Series.’'

IF YOU ARE UNSURE OF THE SERIES NAME YOU MAY ENTER ONLY THE FIRST WORD.
IF YOU REMEMBER ONLY ONE WORD IN THE SERIES YOU MAY WISH TO TO A TIRM SEARCH.

Enter s to resume searching or /ES for more informat:ion or asX a librariang
5.5.3 OCLC XUMBER SEARCH

Many libraries catalog their materials through a compuzer sysiem Raowun as
OCLC, Inc. Any catalog information created in OCLC 13 assigned a uniz.e
number.

To search by OCLC number, type the number and RETURN. IZ£ there 5 o -*en
in the catalog with that exact numberxr, ILS will display"

'NO MATCH OF THIS ENTRY, RETURN TO CONTINUE'

If a match is found, a brief author-title listing will be displayed.

to resume searching
for more general information
for information on some of the other seaxches possibla

- NN
(8]
n
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5.5.4 ISBN/ISSN SIZARCH

The TSSN and IS3N are numbers which are assigned to beocoks (ISEN) and
magazines (ISSN). The numbexr 1s a code which 1dentifies both the
publisher and *the specific i1tem.

To search by ISBN or ISSN number, typ2 the number and RETURN. If there

is no item in the catalog with that exact numbexr, ILS will display:

'NO MATCH OF THIS ENTRY, RETURN TO CONTINUE'

IZ a match is found, a brief author-title listing will be displayed.
Entex 7/ to resume searching

/ES for more general information

T for nformation on some of the other searches possible

5.5.5 CALL NUMBER SEARCH

The call number of any library material is used both %to show location and +o

arrange items by subject. A call number search can bring together a list of
items which have the same subject matter and are shelved near each other.

To searxch, type the number or a portion of the number and press RETURN.
For example:

ENTER CALL NUMBER: @1

A brief author-title listing will be displayed for any items with a call
number beginning with 21: e1.A2 211.3.87 2127.G6

to resume searching
fcr more general information
for information on some of the other searches possikble

= BRNERN
[4]]
w

5.5.6 ORGANIZATION NAME SEARCH

Books are sometimes sponsored by an organization. To search by organ:zation
name, enter as much of the name as you know in the blank. ILS w2ll then display
a list o0f organicaticens from the index, starting with the name r partial name
whicnh you enzexed. If the name you entered 1s not in the index at all, I1S wzill
st2ll display names following 1t 1n the alphabet. For example:

ENTEZ2 TITLE: PELCE
228 w1lil disrliay names. hoginning with FIACT. To see the i1tems sponscred by
an orgcaniTa%ticon select the REIF number nex* to 1t. To scan <through *he lis*
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of names, you may enter F to go FORWARD in the lisz, or 3 to 5o 3aACH.

bl THZ CORRECT NAME YCU MAY ENTER CNLY? THZI FTIzZS7T WCED.

bl ONE WORD FRCM THE NAMZI Y0U MAY WISH TO 20 X TIZ2M STA2CH
ZIntez / +~0 resume saarching., /LIS fozx more genaral nformation, T Zox
nformation about o+*har searches, or askK a librarian.

3.5.7 MIEITING MAME SEARCH

300Kks axe sometimes a report on a meeting. To search by meeting name, enter
as much of *he name as you know in the blank. ILS will then display a list

5f meating nanes from the 1index, starting with the name or par=ial name uwhich
you entered. If the name you enterxed is not in the index at all, ILS will

stx2ll display names following it in the alphabet. Foxr example:

INTER TITLZ: FREZDOM
LS uill display names, beginning with FREEDOM. To see *he items select %he
PEF number next to the meeting in which you are interested.

"y

70U ARE UNSUREI OF THE CORRECT NAME 7YOU MAY ENTER ONLY THE FIRST WORD.

i

F T0U REMEMBZIR ONLY ONE WORD FROM THE NAME YOU MAY WISH TO DO A TEIRM SEARCH.

H
LS

Int

s <
Nz

xr 7 *to resume searching, /ES for more general information, T
rmation about other searches, or ask a librarian.

th

e 34
o

rch allows you to look for a word in the indesxes, whether it
subject, a title or as an author.

RN |

vy
1o
-

(o]

ILS will display *the index, starting at FREUD or, if FREUD is not listed,
starting with the closest match. Choose the desired word by entazing <the
PEF number and pressing RETURN. ILS will then list how many times the word
has been used as an AUTHOR, or in a TITLE or hou many SUBJECTS contain the
woxd .nter the REF number of the catagory that you are inseres=23 i1n oy
ma,, Zor example, press the REF number Zfor AUTHCR and see a lisi of -tems
written by TRIUD then enter - *to go back in your search and press +he 3ET
number Zfor FRZIUD 1in SUBJECTS.

: Znter / to resume searching or /ES for more inZormation on searching

r as¥ a iIibrarian.
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6 CIRCULATION SUBSYSTEM
6.1 CS INTRODUCTICN
The Circulation Subsystem is the part of ILS which maintains the loca*ion
and disposition (inZormation relatad to the status and paitron responsibirlivy)
of all 2tems n the collection.
INFORMATION AVAILABLE

(1) Options c£f the Circulation Subsystem

(2) Ovexview of the Circulation Subsystem

(3) Special Features of the Circulation Subsystem

(4) Glossary of terms used in the ILS System

Select the number of the option desired:

6.1.1 Cirxculation Subsystem Options

There are 23 different options in the CIRCULATION SUBSYSTEM (CS). They are:

1. CA = CART SYSTEM 13. PR = PATRON REGISTPATION

2. CX = EXPENDIBLE ITEM 14. PS = PATRON STATUS

3. CI = CHECK IN ITEMS 15. PU = PULL

4. CO = CHECK ITEMS OUT 16. RC = RECALL

5. IL = INTERLIBPRARY LCAN 17. RE = RENEUW : .
6. IS = ITEM STATUS 18. RI = RECEIPT_CHECHK IN *
7. ME = MESSAGES (PATRONS/ITEMS) 19. RV = RESERVE

8. MO = MAIL OUT ITEHNMS S ™ % 20, SH = SHELF

9. NR = NOTIFY RESERVE 2t. 85 = SET STATUS

10. PA = PATRON ACTIVITY 22. VE = VERIFY

11. PD = PATEON DELETE 23. GF = GENERAL FUNCTIONS

12. PP = PRINT PULL SLIPS

For more information about any of these options select the number of the option
desired or press F to FOPRWARD to CS OVEPVIEW.

6.1.2 Circulation Subsystem Overview

The Circula*ien Sutsysten 15 composed of 23 carculation-related options and

6 general furction opticns which may be used 1n other subsystems as well.

All »f thzge orzionc are orgariced within the HELP System in “he sam2 general
fcrmat as Ifcllcus
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(1Y an ovexview of that optisn

:2) step by s*tep procedures for *hat c¢»*

[¥]

n
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(3) a special features section foxr %h

)
o
o
U
ot
\

IS
o]

or more rnformation on any speciiic op*tion:
rass 3 to go 3ACKWARDS *to CS COPTICNS, or
F to go FORWARDS to CS SPECIAL FEATURES, or
T to retuxn to the top of this discussion.

6.1.3 Circulation Subsystem Special Features

ILS has several special features which the user needs t
the system effectively. Special Features used in <*<he Cz
have bszen divided i1nto two separate discussions. They a

(1) General Concepts
(2) Special Function Keys

Users should be awarxe of these general concepts and specxal Zunc%ticn HReys
since they are used throughout ILS.

Enter the number of the discussion you wish to read more about, oz
Press ¥ to FORWARD to the Glossary., or

3 to BACKUP to CS Overview, or

T to TRAVEL to the Circulation Subsystem top paragrazh.

Several GENERAL CONCEPTS are useful throughout the subsys*enms oI *ha I5LS.
These include general commands such as:

D(:splay) -- for displaying the full record o an anizy
F(orward) -- Zor moving forward through Item and Paitron Lisis
3(ackup) -- for moving backwards through Item and Fatron Lists

Some Keys have special meanings. such as:
~- Zor combining two instructions into one step
/ -- for exiting out of a subsystem and into another or

going to another activity within a subsysten

The function Keys are useifiul for accessing HELP, £for abbraviated Florward)
and B(ackup) commands, and other things.

See relevant parts of the chapter GENERAL FUNCTIONS £5r more 1nisrmation.
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natlss users <o defin2 carts, booK truckHs, and other places warzthin
45 &lternate Lccaticns for items This Zza*ture also pexrmi<s the
axn and upfa*te <tha current status of thece alternate locations
ocation 0f the .%tems s=ored on them 1s kKept acturate.

AVAILABLEZ INFCRMATIOX

1. Overview of Cart System

]

Step by Step Procedures for Cart Systemnm

3. Special Features of Cart Systenm

Flease enter the number of *the tyre of information you desire:

(%)
[N

A CA Cvervieu

CART SYSTE™ permits library s=aff to 1dentify book trucks and carts as
temporary storage locations for 1tems which have been checked in and are
awarting shelving. In CART SYSTEM, users may name carts, define their location,
change their location, and erase and add items which are gqueued upon them
awaliting shelving. Through <he use of this feature, users may Know the physical
location of any available item in the library that is not on the shelf.

Duzrang pezxods cf high volume cirxculation, this feature can be of great value
to both users and staff.

o
o~

.2 CA Step 2y Step

To initiata ary of the CART SYSTEM functions the user must enter /CA an
response to the ILS prompt COMMAMD. ILS will respond wath:
CART SYSTEM To display all the available options,
OPTION: enter a ? and a return.
CART OPTIONS:
1) P PRESENT CART BEING LOADED 5) L LIST RLL DEFINED CARTS
2) A ADD NEW CART 6) R RESET CART...ERASE ITEMS IN CART
3) D DELETE EMPTY CAPRT 7) S SHELVING CART
4) E SIT EYISTING CART 8 T TEMPORARY

For further nfcrmation, select the number for the desired discussion.

o
(3]
[
(@]
3
v
(41

esent Cart Being Loaded

To checkh 1n r1tams in CART EYSTEM, type P in response *to the Cart prompt CFPTICON.
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I.S will next prompt for CART NAME: EZntexr either <the nanme o *the caxs to he
used with CHECK IH zr a ? and a raiurn

£ ? 1s entarad, all defined carts will be l:isted and I15 will a3+ WHICH OMNE:

sers nmay then >dentify them by the cart's 1d#. ILS will duiszlay =—he selactad

car='s rnamn2, number and location as shoun helouw.

ZZ the us2r xnstz2ad enters the cart name dirsctly, (2.3. Zandy! ILZ will xrzpdly

OPTION: PRESENT CART

]
+3
[®]

AR2TO003 NAME: SANDY
% 70U SURI? NOs (%)

P

NOTE: ? causes ILS to display: REPLACE: {(current loc.) WITH: (new loc.!

N returns you to option.
CART JC5 IS CURRENT CART. HIT RETURN TO CONTINUE> * or hit xre*urn to continu*
5.2.2.2 CA Add New Cart

ADD2 MEIW CA27T may be initiated at any time cizcumstances reguire. Usexrs may
aid and Zelet2 carts as workloads shift or as new exhrits arz compirled ox
dissoluved.
To add a new cart, entexr A in response to the Cazxt srompt 0PTION:
1.5 wirll respond XNAME: If a duplicate name is entexred ILS will =zeply
THIS NAME IS ALREADY DEFINZID. USE OTHEZIRZ NAME

If a new name 1s entered, ILS will next prompt foxr LOCATIC!
Th user may enter free text to describe where the new cart willhe g+xationed.
T zwamgsliae:

TAPT SYSTEM

HAMIZ T Michael

LOCATION: Morth Side 3zd Floox
Hiw res.rn to raturn to OPTION:

5.2.2.12 CA DJelete Empty Cart

DELETE NZW CART may be initiated at any time circums<ancss rzguiza, Usezs may
aid or fa2let2 carts as uworkloads shift or as new e<h:rbizts arxe comprlzd oz
d1355n1luved.

To dela%e an enpty cart, enter D in respronse to the Cart prompt CPTION:

IL5 will nex%t ask for NAME: Entexr the name oI the car* <o he dalsted

TLS will vwexrify ARE QU SURE? NO/ N will return you %o C0PTICXN
? will causa *ha systen %o reply
- T N TTLETID H
- AR Tart he nET T
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EDIT EXISTING CART is5 used to ed1*% the name or location of a defined car<.

H: (insexrt new location)

To edit a defined caxt, entear E 1n rasponse *o the Cart prompt CPTION
ILS will reply by asking for NAME: Zntexr the name of the cart to bz ediied.
3 ILS will zeply: REPLACE (cvrren*t name) NOTE: If only the locatioun is tc be
R‘ WITH: (:ns&:t new name) edrted, hit return to continue.
L ILS will nex<t rerply: NAME: (new name £ updated)
LOCATICN: EEPLACE: (old location)
i] WIT

ey
v

. Press return after 1inserting the new location. ILS will display the inser*ted
b text th FLACE £ield and w2ll rrompt for a new replacement. IZ the text
N has d in erroxr, retyping the correc:t text will update the locazion
3 z correct press return. LS wi1ll d:isplay the message:

E CAPT 0005 IS EDITED. HIT RETURN TOQO CONTINUE>

i 6.2.2.5 CA List All Defined Carts

LIST ALL DEFINED CARTS distlays all carts defined in the Carxt System.
To view the list, enter L in response to the Cart prompt OPTION. ILS

will display, e.g., the Zfollowing:

# CID NAME LOCATION COUNT
1 CARTN00! SANDY CIRCULATION 4
2 CARTOOCCZ MICHAEZL NORTH SIDE 3IRD FLOOCR 7

Count refers to the number of 1*tems which are currently cqueuved on the cart

Zf there are
ENTEER 'F'ORUWA
until the des

more defined carts than can fi1t on one screen ILS will respond:
ED CR '"B'ACHWAPD OP '=' TGO OPTIOK : The user may browse the list
1red cart s found.

(o]
~
o
e8
(@]
b
o
[1d
0
[1d
o
o
)
~
o+

EESET CART 15 used to se* *he cart count back to 0 items. This is typicall
}’ y
er all ~he 1%ems ¢cn “he cart have been shelved.

Tc reset a cart., enter F 1n response to the Cart prompt OPTION .

ILS will as» Zor Nami Irnter thc name of the cart to be rese

I35 will responid

~ s NN e
ﬁ' 1z o MEE NCTED: N will return user Yo prompt CPTION:
3
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5.2.2.7

CA2T0005 IS CLEARED.

A Shalving Cart

SHELVING CART 15 used to update *the s*tatus of 1%zms zuaued 2n a cars, Zzen
—iiat ¢f being gueued on a given cart to that of bsinj xn =—he 2x29¢z335 o0 Zeing
shelved.
To updata an i1tem's status to being shelved, enter S in response %o <he Cart
System prompt OPTION:
ILS will then ask foxr CART: Users may enter the car%t name, oxr 2ra2ss ? and
return to have all d=2zZined carts <isdlayed.lf
? 1s chosen, ILS will then prompt WHICH ONZ?
After the desired cart has been identified, ILS w1ll display the Zollowing
CART SYSTEM NO (default) will raturn %*ha usez *¢ CPTION
CART: CARTO000S5 NAME: SANDY YES (¥) will cause ILS to update *tha2 s=<atus
of all items on the cart. ILS will then zerly:
ARE Y0U SURE? NO/ CARTO00S5 IS SHELVZID. HIT RITURN TO0 CONMTINUED>
6.2.2.8 CA Temporary
TEMPORARY 1is used to assign individual items %o a temporaxy loca<ion.
This may be done, for example, when setting up a cart of neuw becoXs, or compil~-
ing items which require some special attention or technical process=ng such
as cataloging, or repair.
To assign an 1item to a temporary cart, enter T in respons2 %o the Car® Sys<ien
orompt OPTION:
ILS next prompts foxr ITEM. Users may 1dentify the =ten
by any ILS 1tem access point
NOTE: for a morxe detailed discussion on how to identify :rtems, enzer
G and return. To re.urn to this discussion, enter G again and a re:furn
After ILS has identified the specific item, the user nus% en*2r an = ATTOW,
(i1.e., - Key) to complete the transaction. DO NOT use ~/ %o xratuzrn =5 =he JPTID
as this will erase the updated status of the last 1%2m :dentiized. T-15 also
happens when performing CHEICK OUT.
5.2.2.9 Identify Item
Items may bhe i1dentified 1n various
¥ ysi~~- a bvarcode reader SoLTue
¢ by rtaen rdantificatiecn nunber
¥ Hy author
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¥ by call nurnberx * by series J
X by ISSN/ISZEN
For a de*taxlad descripticen of procedures and optiticns for identifiyins an
r1tem, sea the section "Iden<tiiy Item' In the chaptexr CINIEAL INTORMATICON. 4
6.2.3 CA Special Features
DZFINEZD CARTS
The Cart System uses bar coded carts (book trucks) to gueue :r*tezms which have
been checked i1n and which are awaiting teing shelved. Zach car<t mus® be defined
or “registered" in the Cart Sys<tem so that ILS will be aktle %5 1dentify uwhizh
cart is being used. To define a cart reZer to option A AZD NEW CART 1n step by
step procedures.
It should be no%ted, however, that the location of an 1%em 2n CART ZUCSTEIM can
be any physical location wxthin the library, e.g., *the bindery, new bHoox shelf,
or erhibit case.
ENTER BY NAME
When checking xn items via CART SYSTEM, remember to enter *he name o the
cart instead of its number when the system prompts for NAME: If you Zorget
which name goes with which cart, enter either a ? and a re*turn or select
option L. ILS wi1ill display a list of all defined carts.
ITEM STATUS DISPLAY
After an item has been checked in via the Cart System, the item status display
of that iten will be updated to read: STATUS...AVAILABLE AT CART: (name)
LOCATION: (place)
Aftexr all the items on a cart have been shelved, and after the cart has been
reset, the item status display is updaied to read: STATUS .. .AVAILREBLE
L 4
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5.3 ZXPENDIBLE ITZIM

i‘ : EXPENDIBLZ ITEM is used to keep zecords of journal art:cle
; and other materxals wWhich are conmpirled for patrons., Hu=z
not return o the library.
AVAILABLE INFORMATION
1. Overview of Expendible Item
2. Step by Step of Expendible Item

3. Special Fzaatures of Expendible Item

For further information, select the numbher Zfoxr *he appropria*s discussion.

6.3.1 CX Overview

EXPENDIBLE ITEM is designed to Keep records for those i1tems which aze in a
sense “checkad out® to patrons but for whom there 1s no associated due date.
Examples of such expendible items might include journal articles which have
been photocopied for a patron, or bibliographies which may have been compilea

as a result of an on-line literature search.
6.3.2 CX Step By Step

To make a record of an expendible item Leiny prepared, entear C{ in response
to the ILS prompt COMMAND.

TLS will then prompt Zor PATRON: The user way identify. *he paitro
of the ratron 1d options.fFfcr mo

n vi3d any one
4 1scussion
nd return.

S 3 ajain

i

4
'S Y of the patzon 1d options, ent a
To »etuzrn to this discussion
and a retuzrn.

=3
G
=4

2

Uom

Next ILS will prompt the user to enter a free text messa~e o0f up %o 3 lines. I
may be edited by using the back space Key or by moving the cursor. Hit a return
rapeatedly until the cursor passes through the prompt for the +*hird l:ine. IL
will return to the prompt PATRON ready for the next entry.

-

NOTE: R separate record must be constructed for each i%*em, even 1% tuo
axpendible items are being sent to the same patron. This :s done to ke
of statistics.

Any and all ILS functions involving patron data require +that the patzon be
accurately identified in the ILS. See the section “Ident:iZying the Patron
in the GENERAL INFORMATION chapter for a detailed discussion of options

for patron identification.
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At *his time there ares no rnnown srecial features Zfor ZXPENDIBLE ITEIM.
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The THECZH IN procedure permits authozriced usexs *> absolwve zazrens of any
furthexy zesponsibrlirty foxr 1%=zms. Z% trears *the eszabliziad Link hfatwesn +h
patron and the 1+tem, so that the patron 1s ne lonjexr respcensiilz2a 22z The 1tz
AVAILABLE INFORMATICON
1. Overzview of Check In
Z. Stev hy Step Procedures £for Check In
3. Special Features of Check In
Please enter the number of the type of information you desirza:
5.4.1 CIl OJvervieuw
CHECK IN 1s the process by which a patron 1s absolved fxzom =he rasvonsibility
2f having checked out a given item., Items may be checked in 1mmedia%ely
upon being returned, or they may ke checked 1n at some later %“ime when
+he circulation deskR 15 not busy. After an i*tem has hHeen checred
in, the patron 1s no longer responsible for %the 1%en.
6.4.2 CI Step By Step
CHZICK IN requires that the usexr do 2 things:
IDENTIFY THE CART BEIMNG LOCADED
(optional-salect '7' to see Speciral Features)
t. IDENTIFY THE ITEM(S) TO BE CHECKEID IN
Search ILS for this item's zacori ox
1f the item is bar coded
Wand the bar code label on the rtem.
2. EXIT FROM CHECK IN
Terminate CHEZCK IN by entering a /.
For further information, enter the number for the arpropr:ia%te d.scussion or

press F to Forward to Special Features.

6.4%.2.1 Identify Item

Items may be 1dentified in various ways.
¥ uc:ng a 2arcode reader b c:
¥ by 1tem i1dentification nunher *




‘ * by author ¥ by authorstitle Key
* by call numbex ¥ by series
* by ISSH/ISBN

For a detailed description of procedures and opticns for 1dentifying an
~tem, see the section “Identify Item' in the chapter GENERAL INFOEMATICN.
. 5.4.2.2 CI Complete Transaction

Exiting from CHECK IN 2s unliKe exiting frxrom any other Circulation Subsystenm
activity. Although the / FKey is uced to exit out of CHECH IXN., 1t does not do
entirely the sama thing that 1t does when 1%t 1s used to exit from any other
crrculation activity. In any other circulation actaivity the / Key will erase
whatever transaction had just been entered just prior to entering *the / anrd
going up *o the Circulation Subsystem level. In CHECK IN, howevezxr, while the

/ w2ll £+*111 get you up to the Circuiation Subsystem level, 1t w1ill not erase
+he *%ran.action which 3just absolved the patron from responsibility over the
stem -ust " hecked ain. In other words, the erasure between patron and item still
stands as *the user 1s moved up to the Circulation Subsystem level.

6.4.3 CI Special Features

The CHECK IN procedure has the following special features associated with it:

1. BEEPING TONE -~ If the user hears a beeping tone while checking in
an item, 1t means that there is a message about
that i1item appearing on the CRT screen. The message
will tell the user what to do with the item. Typical
messages could tell the user that the book is needed
in binding, or that 1t is a temporary item and nust
be sent to cataloging for processing.

2. TEMPOPIRY - As 1i1tems are checked in, it 1s important that the
LABELS user look closely at the barxcode label. If it 1s

or a temporary label the item must go directly to the

NOT cataloging department to be processed. If the item

has NO BARCODE LABEL on it, the user must search
for 1t using any one of the 8 item 1d options t(see
Identify Item under CI Step by Step Procedures).

3. CART SYSTEM - The CART SYSTEM is used in conjunction with CHECK IN
EXPLAINED to 1dentify an alternate locstion for an item after

1%t has been checked in. Through the CART SYSTEM, an
item, which has been checked in and placed on a cart
awaiting shelving, can have its location on that
cart, and the physical loca*tion of the cart itself,
monitored by ILS in the 1tem's Item Status Display.
Thus, a user looking for an “available' item, not
finding 1t on the shelf. can know exactly uwhere <he
i1tem 15 elsewhexre w2thin the latrary.

v3

HECIL IN via CART SYSTEM, the user must wand the

~
c
rt, upon which 1tems to be ch=zcked 1n axe to hbe

<
a

o1
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SYSTEM placed, or i1den<ify 1%t by <%yping 2n the name of the
cart, in response to the ILS prsompt CART. ZLS will
as¥ <the user 1£ the location of *he carz 15 s+t2l
going to be the same as 1t had Zesn graviously. I
the location s going %o zhang2., in ra2spo0ons2 to the
vprompt REPLACE, the user nust a2n<er *hs old loca-
tion; in response %“o *h2 prompzI WITH, th2 user must
enter the new location If£ =he loca<ion 1s not going
to cunange *the user should press rzatuxrn *wice.
Having identified the cart upon which itams are to
be placed, the regular check 1n procedure, as de-
tailed in CI Step by Step, may be Zollouwed.

rd
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The CHEICK CU crocedure cerrmits authorized users %o assign re s 1:
foxr itams to partzons. It establishes a 1ink between the pa*:x a Th em,
maxing the patzron responsible for the 1tem until %t 21s returned <o the _.irary
AVAILASLE INFORMATION

1. Overview of ChecK OQOut

2. Step by Step Proceuures for Check Out

3. Special Teatuxes fox Check Out
Please enter the number of the type of information you desire:
6.5.1 CO Overview
CHECK QUT is the procedure used by the library to maintain control of its
collection. This procedure permits patrons to use the items owned by the
libraxy while providing the library with information about which patrons
hold specific items and when items are due to be returned to the library.
CHECK OUT requires the following two pleces of information:

1. A Patron Identifier ~ R patron's full name registered in ILS

or the bar code number for the patron,
which is equal to the number ILS uses
internally to identify the patzon.

2. An Item Identifier - Any one of eight pieces of information
’ about an item (e.g., title, author, call#)
or the bar code number for the individual
item (a unique number £for each piece)
which ILS uses internally to identify
the item.

6.5.2 CO Step By Step Procedures
Check out should follow these steps:

T IDENTIFY THE PATRON
Search ILS for this patron's record or
co patron registration

z ITCNTIFY THE ITEM(S) TO BE CHEZHED OUT
Crarch ILS for this 1tem's rezord ox
r.ase terynrary bazr code on tha lienm
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2 COMPLETE THE TRANZACTION
Pacord in ILS <that thos patron has checked su< *-is ><zno

Toar more HELP concerning any of thesa s*2ps &n<szy =-hse numzar 22 <ha<=
step and rress RETURN

Any and all ILS functions involving patron data require <hat the zatron Le
accurately identified 1in the ILS. See the section “IdentiZying the 2atzon®
1n the GENERAL INFCRMATION chapter for a detailed discussion o2 opticns
for patron 1dentification.
5.5.2.2 Identify Item
Items may Lke identified in various ways, including:

* using a bazxcode readerx X by Library of Congra2s aumkex

* by i1tem 12dentification number * by title Rey

* hy authoz * by authors/title key

¥ by call number X by series

¥ by ISSN/ISBN
For a detailed description of procedures and options £or identifying an
item, see the section “Identify Item“ ain the chapter GENEZR2AL INFCIMATION
6.5.2.3 Complete Transaction
After *he corrxect patron and the correct item(s) have been identifiad fo the
ILS. the usexr must now COMPLETE THE TRANSACTION. It s not suficient To s%op
here, bacause up to this point the data have not been permanentiy file?d
The us2r must complete the transaction by pressing the - and & refturn or by
pressing the £2 FRey to have ILS permanently £ile the transaciion
To complete a Circulation Subsystem transactien, the user must press eirther
special function Key £2 or the up arrow or - key. This will cause the da%za
stored in the terminal to be transmitted to the main compuitzr and rescorded in
the Mas+*er Bibliographic File. In the event that a user dces not want %o
complete the transaction (e.g. if a user demonstra*tion is seing given, or
1f a patron decides at the last minute not to check out this rtem af%ex all)
press ABORT or the function key £8 or / and return and %the transact=on will be
erased completely. It wi1ll be the same as 1£f the data had nevar 2z2n en+t2red
in the first place. This also means, however, that 1f the user fails to
press - or function Key £2 IMMEDIATELY after entaxring %*he last Lta2n, *he good
data could be erased tool
5.5.3 CO Special Features
There are some spec:al fe2atures in CHECH 2UT tha®t us2rs should =2 auwnza
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The Patron at the

Patron list

Special Use of
the 7/ FKey to
2uit and Erase
the transaction

perzerminy CHEZH QUT They are

Usegrs may overzr:de *he due date for an 1*tenm
after 1t haz ustT been chacred ou*t Lty enter
two characters., DD Zor Due Date. ILS will
ask fcr a new due date Jsers may then cnte
actual nz2zw due date or a symheclic new due d
An actual nzuw due date means entering the a
date an :tem 1s due {(4,/36/80). A syubolic d

date means advancing the due date a cer*ain
number of days from today and is entered as

fogel
conop ©u
a0

[

[
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T+some number. If the 1tem was originally due

"rs15, by typing T+15 it will nouw be due on

HOTEX IZ the 1tem just checked in 1s a serial

temporary 1tem, type 'S' i1instead of T+7. 'S
1s equal to one loan pericd of 7 days.

When searching the ILS Patron List for the corzrect
patron, users must NOT assume that the last patron
on the screen (the 5th one displaved) 15 the only

patron with that name. If the last name c¢n

screen seems to be the correct entry, users should
still go FORWARD one screen to find out if there

are any more entries with the same name. The

chances of this happening are especially high for

common surnames.

The 7/ Key used in CHECK OUT does something MORE
than it does generally in ILS (see CS Special

Features for a general discussion of the /

Here, 1£f you want to gquit checking out an item
because, e.g., you made an error or want to go

some other function and 1f you PO NOT want
male any record of this event (vru must not
pressed the COMPLETE TRANSACTICN key vyet},

‘Theh enter / or / and some other funciion ccde
(e.g., 7/7CI or s/HE) and ILS will take you there.
Note that if you enter only the 7/, ILS will take
you wherever you were before you came to CHECHK
OUT. REMEMBER: the /7 will not recoxd any i1tems
that were in the process of teing checked out

the last identified patron.
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5.3 INTEI2-LIBRARY LOAN
T 2¢ LCAN nrocedure 13 used uwhan horzowing 1%ans
1 To other instituzions. When used n ccnlunction
ol IN, 1t permits the lrbrary %o maxintain records
EY ry Loan astivitity.
AVYAILABLEI INFORMATION
1. Cverview of IL
2. Special Features for IL
Please entexr the number of the type of informztion you desize:
0.5 Il Cvervieu
; Tha IL1. ZIuncztion allows library staff to prepare an ALA-format foram for
L use when lending or borrowing material through interlibraxy loan. Usezrs may
b add, edat, or delete Zoxms £for loaned or borrowed matarials, and may update
the recoxrd wWwhen the material 1is xeturned.
When using the IL routine, usexs must remember to first create a %tamporary
record for the item to be borrowed frxom another library. IL only serves to
recoxd the fact that an intexlibrary loan transaction has taXen place, 1t
DOES NCT do anything *o directly affiect the CHECK IN o©r the CHEICZX QUT of
the 1fem.
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6.7 ITEM STARTUS
ITEM STATU rexmits authorized users to view the status of any copy of any
1tem in the Mastexr Brbliographic File (MBF).

AVAILABLE IN

ey

ORMATICN
1. Ovexview of Item Status
2. tep by Step Procedures Zor Item Status

Special Features for Titem Status

w

Please ent2r the number of *the type 0% information you desire:
6.7.1 IS Qvervieuw

The ITEM STATUS function permits authorized users to view the status
of any copy of any title in the Master Bibliographic File. It includes
*the following information.

1. Title of the item

2. Author of the item

3. Call number

4., ISBN/ISSN number

5. Number of times the item has been checked out and used in-house

6. Current status of the item (e.g., available for circulation.
checked out, missing, etc.)
7. Status of other copies of the item, if desired.
6.7.2 IS Step By Step

ITEM STATUS requires the user to:

1. IDENTIFY THE ITEM
Search ILS for +the desired item

PRINT STATUS OF ITEM
Tincd the correct ccpy of the 1tem
and print i%*s status.
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Tor more HILP concexrning either of these steps enter the numkax oF *thacz
322p and rrass FSETURN.
3.7.2 0 Tilentizy Item

fal

zms nay bpe xdentified in various uways, including:

¥ usinT a barcode reader by Library ¢ Ccn
* y ~zem rdentrfication number by =i1itle kKey
3 voauzhor by authors/ti<tla Zey
¥ by call numberx by series
4

by ISSHs/IS3N

v a

3 numhazx

c Ut Lt
[720E S )
wy

Tor 3 d-zasled descrip*ion of procedures and options for “deatifying an
rz2m. sea2 <ha section “Identify Item™ in the chapTazr GINIRAL INTORMATICN.
5.7.2.2 IS Praint Status

Printing o4t an 1tem's stotus may 1nvolve several steps., depending upon *he

c.rzumszTances of *the particular item. In cases whexrs *ther2 3r2 muliiple

copres or volumess/issues/partss/supplements ILS will promp: <he user =Zor the
eract da*a needed %to idantify the desired item.

EXAMPLI: A user wishes to display the status of a sexrial, “Noxth American.

AZzer nhraving identified this title, ILS will prompt forx:

VCLUME: The user may enter 1. If there exists more %than one ¢ozy ILS will
prompt for:

CopTa: £ the wuser 1s unsure which copy is *he r:ight one, rressing ? and
a z=2turn {(oxr the =1 key) will cause the <he status ¢ a3ll conias
to be displayed as follouws:

INDEX CoPY STATUS

1 ! CO DUE 06713780
2 2 AYVAILABLE
k! 3 AVAILABLE
4 3 AVAILABLE

IZ the '1s2r desires to learn more information about any raxticular copy,

entering the appropriate index number will cause I1S to display a more

detarizsd record of the 1tem's status:
ID: 90 LT CALL®#: TL686.N6SS ZS3N%: 0658032185
TITLZ NOAXTH AMERICAN
AUTHZ2: SWANBORCUGH, FREDERICK GOCRDON
CHECHEID oUT IN THIS PERIOD: 1 INTZIZNAL CCAGE: O
STATIYS . . ... AVAILABLE
STATIG C°f OTHIR COPIES? YES/

NZTZ: In +<his display the c¢copy # 1s not inclufad. .S s323.m23 *ha user =nctws




j \ § v v 4
p
1
[ 1
f
r Lo
i
£l o
Ao
PUNEN] .
4 L INH ¥}
& b} .
' RIS Fe
L (R} (34 4
@ i te .
p A3 (2]
[ .
s ¥
' L0 [}
v, i X
4 0 i
3
! u
f [slY (¢}
o w H
! LS I o
i 0 ©n
(SN L
[SENY »
3 3
(AR Y] Y
o4 [ :
o o o o .
r [ERN} i
P
i [ofi o} —
M 11
. 3 o]
4 N 1
@ a
je a3} 0. ‘
* sl U AL
: et -
28 o
v oM 3 [
ARV [+
o el ©
© Y
+
X 0 o E
jo I €
o3t
3 a
r [ M
3 i 4] 3
3 b}
[ M @ .
4 42 in B 1Y
1 AL I ] L
O (2] kol
[ 3 ) Ll b ._
[S30 ST (£
[ B « k
R ] o o ]
1 w .ol « o
40 o - L
M (@) 8}
b @ O a B
! 0O o9 0
3 2 [ ) - *
[ I
IS I 43 L 3
a o X © 1
o L o
o, [ R " 1
N o P .
O W Ky ™ ‘M L
m . o]
a € [ 1
£ O+ - 1 A
, + e s “ |
4
\
o
4
L 4
-
-
R | PO B .




| v atet g ae ampredEoES L aSr et agiho e R B < ol e D S T )
14
)
.
X
.
B
t .
.
R 3.8 MISSAGE
The MISSAGI proceuure a.lcws “he lizrarxy staif Yo atTach o a messasa
o The sZatron racori ox Ltem record
AVAILY2LE INTITMATION
1 Juerview oif Mezsage
2. S*tep by S*ter Prozedures fox Massage
3. Sreci1al Features for Messagde
2l233= z=n%2r <he number cf the *tyre of information you desirza:
3.3 1 ME Quervicw
MESSAGE
MISZAGET allcows the library staff to attach a free-%tex% message <o the patzon
racord or “he 1tem recorxd. For example, a message a%t*tached to the %22 rscozd
n13ht noTe *orn O Missing pages. N patron messag2 could nowiiv tha tatzia
“hat., 2z.3., the reference departmer.t had found information whizh he cr she
al rezquested sarlier. Messages are automatically displayzd whsznever
rezcrxd to which they are are attached 1s called up. These m=ssazas nay o2
saved or deletz2d aZztar being displayed.
5.3.2 YME Step By Step
MEZCSAGE allows the authorized user to leave a messas=2 asstcLa=zi wi--
z1<her a:
1 vatron record oz
2. 1tem record
ZZ vhe user wants to leave a message 1in a pafron recoxd, *he .scessazv res-
pynse o the gquestion (2 OGR I} 1s P. To assign the message <0 @ speciflc
zatxon, the user has four options for identiZying the pactrcn. TyE2 Ln
21thex
a. the patreon's identification number in *ha systen
b. the patron's name (surname f1rst) or a *truncation o0£ surnane
c. 2P, then the :dentiiica*ion coda o0 a lxtrary dapariment
4. PR, then 2 £ull, new pa%ftron rejzis<rat:ion (Zo5r unresisitzrad
ones)
No*e that the pa*tron's har code can also ha wandsd for ldantifica+ian
ZITAILE PRCCITLRIS for Pavnron Meccate
y _ PR} —_
l-
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. A aLsc o reTyra a Truncatot v2rsioe z Lt F Lt IR
The screen will <then display ‘- 4T the Zeit marz . P A o
Z.rst line ¢ The ressage TWwe mCore LI S Pav fe al .- - S . Tee O
and 3> ). Note that any messagzs a.read ass.grned - - 4 are d.5-
played before the 1> appe2ars

b Frovidcde ratrzon's surname, first name, ev¢ or a ~r If i3 recozd
1s Zound, the 1> will aprear ast the lefit marg i Tay Ty Te iz fires
line o the messsage and con*:sinue to line 2 ¢ and lirnse 3 at Lo

c No% currently opexational.

é Se@e HEILP 1nstructions Zfor Fatron FfRegistrazion I to reral Funz-
tions module (selection #16 under Cizculatien moduls) Tlecn %03
{Pa*tron Pegisizaticon).

If you wish to assoclate a message witli an 1*tem 1n *he lilbrary's collezt:ion,

respond *o the (P CR I) guestion with I TO assi3n a messacze to an Ltam,

there are nine c¢ptions. Type .n either

a. The 1tem's :d number

b. AU (to :dentaify by author's nane)

¢. CA (to locaze by call number)

d. IS to Zind the 1tem by ISBN or ISSN)

e. LC to 1dantify by Library of Congress number)

£. TK (to 1dentify by author key)

g. AT (to Zind by authozr/title Key)

N, SE (to £find by series)

1. MI (%o leave a message for the previously entered 1tem).
No*te *hat 1£ *the 1tem is 1n hand, its label c¢an be wanded for identification.

DEZTAILED PROCEIDURES for Item Message

a. Frovide “he 1tem's =< numbex. If the item's recoxd 1s found, the > will
arpear at *h= 1=I%t margin. You may type the firsz: line of the messace o..d
continue *to linmne 2 (at 2>») and laine 3 (at 3>). Note that any messages
alrealy ass.gned To =he item appear above the 1>,

b. Hey zn *the author's name, surname first, or a truncation of it. Then rro-
vide the index number indicated when the retrieved name is displayed.

If the number 1s accepted., the 1> will appear at the left margin as before.
Proceed *to FKey n your message.

¢. Type in *the <all number oxr a truncation of the 2tem for which you wish %o
leave a message. Provide the index numbexr as 11 above . When the 1>
appsars, Lype 1n your message.

d. Hey 1n the number of the rtem or a truncation of 1t. If multiple op*t:ons
are offered, select *the correct one and a2nter 1ts index number. Whe.. the
*h=2 1> appears, lkey 1in your message.

e. Proviue the LT catalog number o +the item when the 1> appeaxrs, *ypz +the
messace

b3 Typ <} a characters of *the 1% ;s the firet characters L
0 ) .oZirst 2 of tha ne EabY ‘*: “he trird, and filro-
< ¢ oseparaen ny coms . Lter b3 Tyvrps

ey An thi REeSeaTe Wi RN anvenrs AT mar

ot Irovide e ArTrorriate agttorz orootae aut oL : cdirvot v o craxracz-
tors o each seayarated by comra, NeowL ey ' . CoruToex
Tre Tz anas Wwhen 12 apnde.ars
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Type the series heading or a truncation of it.
the appropriate index number when i%t appears.
in *the message.

ILS will display the item you had last ent

system. A message nay be added when the 1
3 ME Special Features
Message 1s a generalized form of Pull. Thus when a patron or

rtem zecord 1is retrieved, other messages may alrxeady b2 assigred %o 5t.

When displaying information retrieved £from a search of *he Zilas based
on a %runcated term, ILS will display five (Z) retrizved enztities a<t a
time. There may be more than £five that were retr:eved. To view all

enti*ties zre*rievad, continue to press F to advance 1n the l:is5< Wwhen
“he 1ict 1s exhausted, there will no longaxz te a pronst a*t %he botiton
of the screen saying THERE'S MORE. To go backward in the l1:s5%, push 3

- 153 -
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6.¢ MAIL OUT
Tha MAIL CUT pxocedure 1s used to pnroduce a mailing label Zfor rzems sen% out
¢f the library

AVAILAELE INFORMATION

1. Overview of Mail Out

A
.
"n
W
»
o
r
.
)

N
i»
.

2. Step by Step Procedures for Mail Out

(O]

th

Special Features for Mail Out

Please en*er the numbexr of the type of i1nformaticn you desire:

6.9.1 MO Overview

Mail Out generates a mailing label to send an item in the library collection
to a patron. Both the patron and the 1tem must be icdentified by *the system
+o venerate the correct label. The patron may be identified by id number,
by name, as a library department, or by defining a new patron through patron
registraticn. The 1%tem may be i1identified by one of eight i1dentifiers or as
the rreviously entexred rtem which the system will 1dentify Zor you.

6.9.2 MO Step By Step

To generat2 a mailing label in MAILOUT, enter /MO in response to the IL
prompt COMMAND:® ILS will respond by prompting PATRON: The user may 1dentify
+the patron by any of & variety of means. For a detailed discussion how to
1dentify the paitron enter G and a return. To return to this discussion, enter
G again ané return.

ILS will then display the mailing label as it is going to be printed:

PRINT MAIL LABEL FOR THIS ADDRESS:

LINE 1 SELANDER, SANDY E.
LINE 2 2P242
LINE 3 THZI MITRE CORP.
LINE 4 182C DOLLY MXZISON BLVD.
LINI 5 MILEAN a 22102
ABOVE ACREISS OHT Ys HCTE: The default 1s set to Y. To edit label ~-*ter N.
To modify or <zlete lines in the label, enter N. I15 will zreply
CESCITZUT0ZLETZ, (ADT S, YIDNSERT LINES DR (CHHMANGE WHOLE ALDRECSS T/
- 154 -
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INSERT NEW LINE BEFORE WHICH LINE
INTZR LINE TO BE INSERTED BETWZ

Enter the letitter for tha Zfunction you
PROMPTS

R #% OF LINEZ TO BEZ EZZITZID
#) IS: (old way) CHA

[
~

LINE (next lxne #)

EN LIXNES

CHANGE WHOLE ADDRESS?T Y/

th ™M th ©
O M

MO Special

As of June 23,

LINE 1: (enter text and continue by pressing

until the whole address has been

nctions involving patron data reg
zd n the ILS. Sa2e the sac*tion
RMATION chapter for a deczailed d:isc:
cation.

Features

19848, there are no special features for
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NCTIFY RIS

TRVI calls up rat 2rxve requecste and displays nformation
about the »

z ro s
tron and the 1tem upon which the reserve was placed.
AVAILABLE INFCARMATION

1. Cverview ¢of Notify Reserve

2. Step by Step Procedures ofi Notify Reserve
3. Special Features 5% Notify Reserve

1. For Zuxrthex zinformaticn select the number for the appropriate discussion.
A
6.10.1 NP Overview

HOTIFY PRESEPRVE :1s used to Keep track of the reserve requests made by each
patron. Users may see a list of all patrens who have reserve requests in *he
cystem and *the title of the 1tem they have reserved. Users may selectively
display *the full reserve record for any patron by entering the number for

“. +t+hat record as 1t appears on the list.

Af+ter a pa*tron has been notified that the item has heen retuzrned, the usex
may delete the reserve request. ILS wi1ill upcdate the status of the 1tem to
AVAILABLE.

6.10.2 NP Step By Step

To view a reserve reguest record in NOTIFY PREISEPVE, enter NR in resvonse %o
the ILS prompt COMMAND. ILS will respond by asking:

NCTZFTY RESERVE ILS 1s asking 1f the user wants to have a lis%t disrvlavsed
DISPLAY ALL? XNCr/(y) of all patrons who have reserve requests in the system

NO (default) will display a full record for each reserve
request. Users may =step through the records Lty pressing
return consecutively.

S wi1ll cause a list of patron reguests *to be displaved.
from which the user may select th=z DEropriate recori.

The list »f patron zreserves would appear as follows:

e

(&)

# PATPON TITLE AUTHOR REQUESTED rIDATE
! MULLANE, RUTH Challenge Nov 5, 198¢C
NOTE Requested date=date request made, no*t date by which request must be me*
CISPLAY ALL? NO/ (y) Here IL3 will display a full reserve reqguest reccord:
MES. RUTH MULLMNE TUPIRATION DMLTE cC3s35022
© O LREMY PENTAGCN LIBPRADY CFFICE SUMBCL: ALFPEIXNT EICM % 2r il
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" 5.1 PRTRON ACTIVITY -
b

PATRON ACTIVITY pexrmits avthoriced users to view nforma*tion about a

patron's lidrary actaivity. Information available i1ncludes stems currently

checked out, ltems on reserve, messagesS asscciated with the ratron, and tc*al

numcer of i1tems boxrowed by the patron during the current reporsing reriod
AILABLZ INFORMATION

1. Overview of Patron Activity

2. tep by Step Procedures for Patron Activity

AR SR ARG o i e
=
<

3. Special Features for Patron Activity

Please 2nter the number of the type of information you desire:
6.11.3 PA Ovezview
PATRON ACZTIVITY permits authorized users to view informaticn about a
patron's library activity, :including

0 titles currently checked out and due dates

o titles of any resexrves being held for the patron

o titles on routing lists for the patron

o any messages attached to the patron record

o total items checked out by patron during current reporting period
PATRON ACTIVITY does not display adiress, *elephone nunmber, etc.

To dispvlay these Zields, use the FATREON STATUS Zfunction.

6.11.2 PA Step By Step

To view the patron record the user must 1dentify a specific patron in ILS.
ILS will +hen display information frem the patron record an the format belouw
ITEMS CURBENTLY CHECKED 0OUT

ID TITLE AUTHOR DUE DATE RENEW
ITEMS ON RESETRVE

ID TITLE AUTHOPR PERQUESTED OX NO NEED AFTER
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DETUSN TO CONTINUE: (ILS will again prompt Zfozr PATRON:)
Tar HELP with patron identification enter '!' and a3 RAITITUEN.

Any and all ILS Zunc*tions involving patron data reg I} aTxrcn oe
accurately identified 1in the ILS. See the section n 3 e 2Pazron’’
- she GINZIRAL INTORMATION chapter for a detaxled discuss=on o onzions

for patron rdantrfication

5.11.3 PA Special Features

A5 of June 27, 1980 there are no special features £oxr *the PAT2CN ACTIVITY.
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ocedure permits au*horiced users to0 remove patrons

AVAILABLE INFORMATION
1. Qverview of Patrzon Delete
2. Step by Step Procedures For Patron Delete

3. Special Features for Patron Delete

Please enter the number of the type ¢f information you desire:

6.12.1 PD Overvieuw

The PATRON DELETE function allows authorized users to delete patrons
from the patron file.

6.12.2 PD Step By Step

PATRON DELETE consists of the following steps:

1. IDENTIFY THE PATRON .- '
Search ILS for this patron's record.

- .

2. DELETE THE PATROXN
Remove this patron from the patron list.

for more HILP concerning either of these steps enter the number of that step
and press RITUERN.

For information on SPECIAL FEATURES of PATRON DELETE press 'F' and RETUERN.

. 12.2.1 Identify Patron

- 150 -
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e 6.12.2.2 PD Delete Patron

When *he patron has been identified, ILS will display <he razzosn's name. Than,

IS will prompt: User enters:
OK TO DELEZTEI? NO/ RETURN to cancel this transaction
OR

'Y' to remove all recoxrd of the patzon Ixom
the IL:Z system.
PATRON IS DELETED
TO CONTINUE, HIT <RETURN> RETURN
PATRON: The user may now zepeat the »rocess and
delete another patron or enter '/' to
return to the CIRCULATION SU3SYSTEM.

6.12.3 PD Special Features

Thezre are two Special Features of PATRON DELETE.

1. If the user attempts to delete a patron who has items checked out, ILS will
display the following message:

*xx NOT DELETED **x

PATRON HAS THE FOLLOWING ITEM(S):
PLEASE CHECK IN THESE ITEM(S) BEFORE DELETING PATRON

IDp TITLE AUTHCR 2UZ CATE

2. When the user deletes a patron, that patzcn's name 1s removed £xr
entire ILS system. The patron will automatically be zemoved Zron
and routing lists.

- 151 -
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6.13 PEINT PULL SLIPS
PRINT PULL SLITZ s wus=d - [Vl Gorrint-ouT ZIo1tems tTe De Taren from
the shelves.
AVAILAZLE INFZEMATIIN
1. Overvisw of Print Pull Slips
2. tep by Step of Praint Pull Slips
3. Scecial Features of Txrint Pull Cl:igs
Foxr more information, select the numier Zor the asprrzorpziate <iscussion.
. 6.13.1 PP Qverview
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PRINT PULL SLIPS 1s used to initiate ILS to began printing ou%t, on either
a slave px

from the shelves. tems may be pulled for such reasons as binding, photo-
copying or %o Zulfill an ainterlibrary loan request.

6.13.2 PP Step 3y Step

To begin generating pull slips. enter PP in response %o *the ILS prompt CO
ILS wi1ill display the following message!

(PYERINT PULL SLIPS OR (DJELETE LIST OF PULL SLIFS ALREMADY PRINTED

]

Entar either P or D as apvropriate. To quit at *this point, enter / and ret

Tach of +he two possible scenarios 1s discussed below.

T0 PRINT PULL GSLIPS:
b=

ILS will ash: PINT PULL SLIPS ON (S)LAVE PRINTER CP (L)INE PEIMTER 5/
The default 1s set to the slave printer. In exither case, ILS will next
ask the user to define exactly what i1s to be printed as follous:

PRINT PULL SLIPS: (NJOT YET PRINTED-/ (PJREVIOUSLY PRINTED/ (A)LL? N/

NCTE: The default is set “o print those not yet printed, not NO.any case,
ZLS will responé by repeating the ortion chosen and replying PRINTING...

T2 DELETE 1LIST OF PULL CSLIPS:
If the user salec%ts *this option, ILS will respond by verifying the cheoice
CIZLETZ LICT QOF TULL SLIPS ALPTZADY PRINTED? Y/
NZTZ 15 rfet *to yes. If the uUser enters M ainstead., ILS will r
- 182 -
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If <he user s2lects YES, IL15 will respond wr*th the nessaza:

PULL SLIPS ALRIADY PRAINTED HAVI 2EZIN DILETEID FROM R2IC22IS.
lZter aither sc2naxio has hte=2n zZomplated, ILS will xa=uzn L3er
<ha point from wiaich the usar encexad PRAINT BPULL SLIPC
5.13.3 PP Special Featuzes
There are no special featurxes Ior PRINT PULL SLIP?S a*t %this %ina2
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‘ LIS PATRIN RISISTRATION “
AN AL MDD ATComR ey L et s A e - P - - N Ca e :

. PATRAON RIGICTRATICON rermitis gutheorzzed Users o &add names o *The 157t ¢= «
N - RN S e & . e - J B G

registered sorrowers or to edxit infcrmation in the rfatzen receord (addracs,
. : -

telephione nunoer, etc).

. Overview of Patron Registration.

[

Step By Step procedures.

3. Special FTeatures.
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5,148 .01 PR Overview
PATRON FREGISTRATION perrzts authoriced users to add names to the list of
ragistared borrowexrs or <o edit information in *he patron record (address,
telaephone number, etc) of an exrisIing patron.
tezistration - ILS distlays a pazicn registration foxrm on %the screen. Ais
<he user enters information the cursor moves down the screen
tce the next prompt. Optional fields may be sKipped by pressing
RETUEN.
Zdi*ting - Existing patron records can be edited by entering the patron's nare
1n respoense to NAMEIG. When the vatron has been identified ILS
drsplays *the ocriginal registration form (with the tlanks f:lled n) ani
H 7
the user may ncw edxit the record.
- 5.94.2 PF Step 2By EStep
3 PATRCN RIGIZTRATICON permi=ss *the user to ADD to or EIZDIT the patren rzecord. The
~
h screen acts as a r=gistration form which *the usaxr can £1211 =n.
To ADD a n2w pazron
3
b ILS may prompx Jser can enterxr:
t NAME Patren's name in proper forma*t (last narme.first name)
‘ Tacul Tty Military. Cour pats
t e 2y tyve of Lovyryrowsoro ool Do
t oL noentmered oY gscor o
% TITLZ My, Mrs., ™ Miss, Dyr. &t TS DU en-
[‘ I
|
i
}
]
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in responsa %o TYPE a vroms%® such a3 ‘ZTonTacT Persaont

might be displayed instead <f TITLZ
LS may promps User zcan =nter
ST r I 'CTuaiit ocr 'Facul=sy' wa
377
TIT If *hi1s i1nformatizn chanses iser may edit i<,
STATE / (sea IZD0IT1ng halow)
zI? 4
SWPIRATION DATE ILS will automatically supply <the dace The Usexr may

overrzde 1%t Dy enzexring anothar “Za%ta
MOTZ: If the user entars a name which 15 already in %*he prazron Z:ile 1.7 will
dzsplay %The matcening namel(s). TO register a new pa<ron with *the sams nane
2zress RITURN and Zollow the procaess above. To EDIT, see Lelcouw
To EZD2IT tha Patron Record:
Enter %he name of *he patron. A list of names which match *he =2n%2r24 name
w1ll be drsplay=d. The user enters the index # of the corract ~a*ron an2 %<he
zatron's original registration will be displayed. The cursor will apnear at
zhe top or the Zorm. If the data are to be left unchanged, *he user should p
RITURN and thz cursor will move to the next vrompt. I£f <he data are to ke
TURAN. The new data will

(%]
o g
o
o]
oo

ed, *the user should enter the new data and 3 RE
ca *h= o0l3 n the patron xzecord.

e
L

‘g
)=

Features

f
R
%
T
o
I3
i
jJ)
s

! inIcrmazlion asred Inr on tha atin
2 hzre nmay be a space Loz HIME % an
2 U2 a4 Wery phons s T WS romay »
W to he naxt - b} Jrme In Ta+ti may
z ey pressad RIT Noin orasya s} 2z
3 AGZ INTER In this <ace =a=2 us=2r MUCST 2
2y whil nfscrmaicn i@ UsSer can press 4 -
the 5Cx lows “he user o 03 bacH and ocarras
regLstry The user can move down by
5 necessary
I any 2. “he prompits on the registracion for unzlsarx may
coaroa "2 oamdoa RITURN. ILS will reszornd with DTions av
T SIS soa%aLns wnftrmation fox synTan o VoY
® ¢ Foavra of PATIOUN ISTANTION for T S “raitox
- 15z -
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1.

INFORMATICN

Overviaw of Patrxron Status

2 Step by Step Procedures for Patxzon Status

3. Special Featuras Zor Patzon Status
Znter %the numbesxr of *he tyre 0f informa*ion you dasira:
£.15.1% PS Overvieuw
PATRON STATUS permits authorized users to view information in *the patron
record (e.qg., address, phione number etc.) and 1nfornmation displayed Lty
PATRON ACTIVITY (e.g.., titles chacked out, %titles con resaxrwe, 2%2.).
6.15.2 ?3 Step By Step
To view PAT2CN STATUS the user must 2dentify a speciiic patron =n’
nformation =nterad during PATROMN REGISTRATION and curzxen®t PITRCN
w1ll be displayed in the Zormat below.

c- A

R SLHN A SMITH *STAFF* EXPIRATICH 2ATEC 3,199,382
CEPSANMIZATION 3D OFFICE SYMBOL {1Zd a0CTHMs Te3s
PHCNE: 255-1234 MAILSTOP: HERZ
ADDRISS 122 MAIN STREET

SMALLTOWN VA 22302 HOME PHONE: 123-4367

ITEMS CURPENTLY CHECKXED O0oUT
ID TITLZ AUTHOR DUE DJATZE 2INEW
(Al items currently checked out will be listed.)
ITEM3 ON PRESERVE
ID TITLZ VNITHOR TCTID TN . ATTIR
(A1l 1ters on reserve w1ill be listzi.)
THOTAL IZTIMS CHEICHEID CUT:
- 197 -
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y
MESSAGE(S)
RETUARAN 70 CONTINUE ¢I.S will agzain prompt fox PATRON:)
For HELP with Patren Ideniification pr.ss '1' and a BRETURN.
Any and all ILS func*:ons 1nvolving patron data require that *he ratrcn be
accurately identified in the ILS. See the secticn “Identzfying the Fazron®
in the GENERAL INFCEMATION chapter for a detairled discussicn ¢f options
for patron i1dentificazicn.
6.15.3 7S Special Features
25 0f Novembexr 22, 1530 *there are no Hnown special features for *his func*ion.
- 168 -
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5.5 PULL
Tha PULL procaedure s used to 1dentify rtems that azs
shall =.5., z2ar.odicals *o be zound.

r
t
ot

14
‘o

3. Spec

Please enter the

AVAILABLE INFORMATION

ral Features of Pull

L

nunber of the type of information you desir

£o be

system
Uncatio
rary ca

promot
Item Id

h
H

a:

ramoved
This module works
with a mes-
gned

6.16.1 PU Cvervieuw
The PULL procedure 1s used to i1dentify items that are
Zyom the shelf (e. g., periodicals to be bound).
Li¥e Msssage in that both patron and item records axe £flagged
sage In this case, the message is to pull an item (which may 2& ass:
to a library patron or department) from circulation.
5.16.2 PU S%tep By Step
PULL allows the authoriced user to i1dentify an 1item
aszoczazad witihh 1t) so that the item can be removed
i%enm nust 2e zden*ified to the system. The user
Iallowing
a the patron's identification number 1in the
ol *he patron's name (surname £first) or a *r
c. DP, then the identification code of a 1ik
d. PR, then full, new patron registration {2
NOTZ: The patron’'s bar code can also be wanded to :ide
o *he system
Cetarled Procedures-Patron ID for PULL
a. Znter *he patron's id numbexr, if Knoun. The naxt
tem i1dentification. See DETAILED PROCEDURES for
n for Pull belouw.

ot e B
™
o+ O

o nter the patron's surname or a right truncation of 1it,
zzunzcation of the name 1s entered, a choice of candidates
play=d. Select the corresponding index number and *yre o
nan2 and 1%3 1d number in parentheses will bde displayszd

11 ok +the 1d of the 1%tem to be pulled.
o] ly cparational.
3 nstrucztions £nr Patron Registra*:ion Sc
and selact #16 for Genexral Functions
- 169 -
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functions Zfor HELP on Patron

Registration.

Next the system will prompt you for *the item iden%tification. Th2 Zollowing
choices are available *to 1dentify an 1tenm. Entexr exther:

a. the iten's id nunter

b. AU (to identify by author's name)

¢. Ch (to locatz by call number)

d. IS {(to £find the i*tem by ISBN or ISSN)

e. LC (to identify by Library of Congress number)

£. Tt to identify by author kK.y)

g. AT (to £ind by author/title key)

h. E (to f£find by series)

i. MI (to Zlag the pre 1iously entered item to be pulled).

Detailed Procedures-Iter

ID for PULL

trun-

a. Pxovide the item's 1d number. If the 1tem's record is found, the date is
needed next.

b. Key in the author's name, surname fixrst, or a truncation of :it. If a
cation, provide the index number indicated when the name is displayed.

¢. Type in the c¢all number or a truncation of it for the item to be pulled.
If a truncation, prov:de the index number as in b. above.

d. ey in the numbexr of the 1tem oxr 1ts *truncation. If a truncation, key in
the index number which corresponds to the listed item to be pulled.

e. Provide the LC catalcg number of the item.

f. Type the appropriate characters of the title key (the first 3 characters

of the first word, £firs
of the fourth, separate
dex number of the corre
g. Provide the appropriate
ters oi each, sevarated

t 2 of the next.
d by commas).
ct item 1in the list.

letters for the author/title Kkey
by a comma).

first 2 of the third,
When the item is found,

and first
type the in-

(first 4 charac-

Next Key in the 1index number shoun.
entex

h. Type the series heading or a truncation of it. If a truncation,
*h=2 index number oI the appropriate item.
1. ILS will display the 1tem you had last enteresd in the system.
6.16.3 PU Special Featuress
1. Pull 1s a special:ized form of Message. Thus when a patron or
1tem record 1s retrieved, other messages may already be assigned to it.
2. When displaying information retrieved from a search of the files
on a truncated term, ILS will display five (5) retriseved enties at a
time. There may be more than five that were retrieved.

entities reitrxieved,
the list 1is exhausted,
o the screen saying THERE'S

- 170 -

To view all

continue to press F to advance in the list. When
there will no longer be a prompt at the bottom
MORE. To go bacKkuward in the list, push B.
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RECALL 13 usad %fo generate a notice to a spec¢ific patron, azAing *hat an

1tem currantly checked out to that patron be returnad ©> %he lil 7. Z

could : That ta Ltan

Please

5.17.1
RECALL
tten cu
18 requ
5.17.2
[
RETALL
|
I%zms m
¥ us
X '3./
K by
£ _:.)/
X ooy
For a &
itam, s
65.17.3

& =—hat anotha2r patron needs the item, or
oxr Zor an exhibxit.

AVAILABLE INFORMATION
1. Ovexview o0f Recall

2. Step by Step Procedures Zor Recall

w

Special Features £or Recall

enter the number of the type of information you desixe:

s usad to generate a printed recall notice %o a patron, asking *ha%t an
rrantly chacked out to her/him be returned %o %the library. The userz
tred *o enter only i*tem identification information.

2C Step By Step

regulxes the user to:

IDINTITY THE ITEIM: The user may use any one of *ha varzcu.s i*ten
identification options. For an in ceptn
discussion of this, press 1 to continu=a.

ay be rdentified in various uways, including:
1na a barcode csaader * by Library of Congres number
i1tem 1daentrfication number ¥ by title key
author X by authorstitle Key ;
call number * by sexies |
I53SN/IS3
[
etalled description of prucedures and options £or identifyins an
22 <he saction “Identify Item™ 1n the chapter GINERAL INFCRMATION.
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RENEW is *he process hy which patrcns are allowsd to exitend the:r loan c¢=
an item for some longexr rerrod. Fenewal policrzs are locally dezermained |
and 1%t 1s an%ticipatad *hat each I15 librazry will want *o add *heir own
|
documen*ation in the HELP system, outlinzng local zol:icies ‘
b - -
O AVAILAELE INFOPRMATION
o |
P 1. Overview of RENEW
F +
2. Step by S*ep Proceduxres fcr PINEW
[. 3. Special Features oi RENEUW
[ -
A Please entexr the number of the type of information vou desire:
P
~~ 6.18.1 RE Overview
e An item may be renewed by a patron by telephone or when both the patron
:‘_ and the item are present at c¢che library cirzculatzon desKk. The 1tem to be
S renewed may be due that dsy, overdue. or even have some time left on the
. initial c¢arculation period. Libraries wvary in their policies on renewal.
: Depending on the type of patron, cr whether the 1tem was loaned via inter-
library loan or not, the 1tem may or may not be renewahle. Some polic:ies
are: |
- . .
- o Items may be renewed for an additional circulation pericd.
o Items may be renszued, but only fox a shoxrter pexicd--one
weekX rather thhan three.
0 Itezms may be renewed only once oxr they may be renewed in-
daZ:nitely as long as there are no reserves.
o No> tem may be renewed :f 2t has been resexved for another
patron

Zach ILS l:brary will have to sncorporate its local pclicies into RENEW.

6.18.2 RE Step By Step

To RENEW an 1tem that has been checked out, the user must:

1. ITENTIFY THE PATPON
Locate the record oi a registered
patrcen in the ILS Patron List.
2. ITEINTITY T
Locate the o) to
be renewecd z
- 172 -
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3. CCMPLETE THE TRANSACTICHN
Transmit the ra2cord of this reaneuwal
transaction to the ILS computer
For more nZormation on any of %thaese steps enter %ha numsezr of tha =yoae
9% ~nformatilon vyou want or:
/D0I2 - DJirectory of all availadble HIL? :iniormaircn
. 5.18.2.8 Zdentify Patzon
Any and all ILS functions involving pation data reguire <+hat *the va“rcn -
. accurately xdentified in the I.S. See the sectien “Idan*ifying tha Patron'
- in *he GIXNZRAL INFORMATION chapter for a detailed discussion oI opTions
o - Zoxr pa%tron rdentification.
s
N 5.18.2.2 Zdentify Item
I. Itens may be identified in various ways., 2ncluding:
- ¥ using a barcode reader ¥ by Libraxy of Congres numberx
b - £ by r1tem identification number ¥ hy title kevy
[_’ ¥ by author * by authors/title Rey
) ¥ by call number £ by series -
¥ by IZSSEN/ISBN
t For a detailed description of procedures and options £or identifying an
s item, see the section “Identify Item™ in the chapter GENERAL INFCRAMATION
.-
L .
- 5.183.2.3 PZ Complete Transaction
1
3
-. vizar “ha correct patron and the correct itsm(s) have been 2d=z
) <2 ILS, *ha user must now COMPLETZ THE TRANSACTICH. It 15 no% 4
= <5 s*%op here, bacause up to this point the data has only been sant To tThe
T2rminal 1t has MOT been transm:riited into the compuzaxr. Corzlet:zng the
transaction 1s the way by uwhich the information i1s transartta2d Zfzom zhe
Zezmanal 1nto the computer.

o
h’ To complete a circulation subsystem transaction, the usexr nust press either
specral Iunction Key 2 or the up arrow or - Kay. Th:is wrll cause fthe dat*a

S szored 1n <*ha terminal to be transmitted %fo the computer and recorzf=2 1n *he
L Mastex 3ihliographic File. In *the event that a user doas no% want %o complote
p . : oo .

o the *ransaction (e.g. i1f a demo 1s being given, or i< a patzon decidas at the
b -. las*t minu*e not to renew the book(s] after all) PREISS ABORT or the SPICIAL

o . FUNCTION 8 key orxr / and return and the transaction will be exased conmpletely.

?! It wx1ll b2 the same as 1f the data had never been tyzed in 2 the f.1rst vrliace.
C' This also =m2ans, however, that 1f the user £farls *¢ press =~ or funczica 2 Hey
.. IMMEDIATEILY after entering the last itenm, %the grcod data could be exasesd ool
. 6.38 .2 T Cpecial Features
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Zue Ja%te Cuvezzade
The FPatron at the
“Zottom” of the
Fatron last
Telephone versus
In Perscn Fenewal

"€1s® £9r them, the user may either selec
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Users may override the due da%te Zfor an Ltem
aitar 1T has tus* been chlhecked cut Dy e&n%tering
chharacters, O2 Zoxr IZue Dacte I.5 Wwill thon
fcr a naw dus date Jdsers may =hen e&nter an
aztual n=w due date ¢©r a symbolic new 2ue date
En actual new due date mean~ entering thie actual
date an 1tem 1s due (4/20/80). A symbolic due
date means advancing the due date a ¢texrtain
numkber of days frem today and s en%ered as
T+soma number. ITF +th ttem was oricinally due
715, by <Typing T+15 1% will now be due on =/39
NCTE* If the i1tem just checked in 15 a serza.l
terporary item, type 'S' 1insteac of T+7. 'S

1s equal to one lecan period o= 7 days.

When searching the ILS Patron list Zfor *the corxect
ratron, users must NOT assume tha the las% patron
on the screen (the 5th one displayed) 1s the only
patron with that name. If the last name on the
screen seems to be the correct entry, usexrs should
still go FORWARD one screen to find out if there
are any more entries with *he same name. The
chances of this happening are especially high Zfor
common surnames such as Smith, Jcnes ox Brouwn.

ILS has been designed to accommodate renewals made
1n person or over the phone. If the renewal is a
telephone ra2newal the user must locate the ~tem to
be reneued from the list which appears after the
patren has been :dentified. If the renewal :s
made 1n person, by either the borrouwer or someone
% +
L) o

trom the list, or may wand the bar codes of
r1tems i1nstead. Before wanding over the Lkar codes,
howusver, +he user should be certain that the
correct patron has been i1dentified, otherwise you
could renew an 1tem to a person who never checked
%t out in the £f.rst place. (see above The Patren
at the Bottom of *the List.

m
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AVAILABLEI INFORMATION

1. Overview of Receipt Check-In
Plz2ase enter “he numbez oifi the type of information you des:ira:
5. 13,1 RI Cvervieuw

REZCEIPT CHECK IM is used whenever a patron spec
generated, rtemizing what he has Just zaturne

has bean designed to accomnmodat2 those IL
may require documentation ox a cl2ar accoun
(1.e., final payroll tabulation, release of ¢

NOTE: The software required for this activity is
It is expected that future ILS releases wil

~1
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5.20 RIZZEVE
The RESIAVI procadur:s 1s used o 1den®ify an i1tem to be Tut on reserve
and begins Tha 2rocsss to reserve the rtem

AVRILAZLZI INFORMATION

1. Qvexview of Reserve

Step by Step Procedures for Reserve

t>

2, Srezxral Features for Feserve

Please en%ter *%he numbexr o the *type of information you desire:

6.20.1 RV Overvieuw

RESERVT enables users to either add, edit, or delete requests *o0 reserve isams
RESERVE can modify entries in either an :tem queue or patron qusue. The Iztem
gqueua 1ists all the patrons who are waiting to check out a given i1tam; the
patron gueua lists all the currently checked out a1tems & given ratron has asked
the librar to reserve.

PESERVE is used to alert users that another patron would like %o check out

n 1tem that has just been checked in. RESERVE sets up a message 1in ILS,
“ITEZIM IS ON REISEZEVE...EZNTER 'C' TO CONTINKUE, PETURN TO TERMINATE...®™ which
sizgnals *the user *that the patron requesting the reserve Dbe told that the

1tem ras been returned. Local ILS sites may determine whether the 1*tem 185 <o
be chechked out and sent to the patron reauestaing .2 reserve, or 1f a notice
5 to Le sent advising that +he reserve wil be cancelled 1% % ratzren dees
not appear within, a.., 3 days to check out the 1tem.

In PRISEEVE users mar eitherx:
1. ADL a reserve request,
2 EDIT a reserve request, or
3. DILETT a reserve request.,
b When exthes cr editing an alreacy established reserve reguest, IL.C
. will prony <7 speciiy wheither they wish te access the 'I'TEM ¢UELT O
q 'EFYATECN ¢ creating a reserve request for the first time. ILS
] LutumatitaLly rrortes the user for FRTRON fince no record CUTYENTLY & isTa
1 e%iax e
.
Z7m o snoany of kY2 above o coern the uyser cntuld onztor 1
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- 3.20.2.1 27 Add a Resexve
.
I To add a reserve regu=2st the us2xr nmus®t xa2spond to ~he Zollowinz ILS sromps
y A. IDENTIFY THE ATRON - ZI2r rav%zon
LS
‘l_.
[ . . - Y
. 3., IDEMTIFY THE ITEN ~ There are 8 item 1dentizf:ca=ion c¢p:tions, and 2ne
b, other option by which a messasc=2 can e i1nput Zoz
the last item enterzd. For msxa HIL? 2n using any
one of these options enter the numier associated
with that option kelouw:
2) ITEM ID# 5) ISSH/ISBN &)Y AUTHCR/TITLE ¥EY
3) AUTHOR 5) LC#% %) SIRIZC
4) CALL#% 7) TITLE KEZ? 10) MEISSAGZ (ITzIM)
C. IDENTIFY THE COoPrY# -~ Specify the copy# of the L%am %o Le zaserved
D SET THE PRIORITY - Identify the order in whizh %hr3 rszserva s =0
be handled.
Z. SET DATE NOT NEEDED AFTER - Enter the last possibla da<e the patrzon
can wait. If the da%®2 enta2rzd nas 2ascz,
ILS will say ““YQUPR TUPID DATI IS5 PACST,
TYPE FUTUREZ D2ATEI®
F. ROUTING INFOBRMATION - If desized, the user may entzr a Zrae Tawu:
message, detailing further what sihould harren
to the 1%t2m onc2 1t has keen rasturnai
o] PRESS RETUERN - The user nmust 2n%er a carzriage ~a2%*urn %o S:nish
ILS will promp<T again <5 ali the nex: Ce
5.20.2.2 2V Edit an I*tem or Patron Q2ueue
ILS allows users to edit an already entered resazve request 2y acsessing
21ther an ITZM 2UEYE (1.e., all patrons warting for & paz+ticular =2=2m) or
a PATRZN QUEZIUE (1.e., all 1*ems that a given pa*ron s wairting to EI
ILS begins bHy pwompting *the user:
) 'I'tem Q@UEUE OR '"P'ATRON QUEZUE: The user nmus*t respond wir*h exthe an I ¢xr P
F‘ : i ILS will prompt the user as detailed below 1n each Z2sz.ctiva case
r - - . . .
’ To edit ITEM QUEUE ILS will ask fox: ¥To e=d1t PATRIN 2UZUZ I1S w2ll ask Zeox
!’ &
' ITENM Celeact any onae of ble KPATRON Th= U322z "may w32
an 5 op*tians 7 Foon ¥ GraLlnile tatron
Yot ion an%taer %4 ¥ K ST 2 oon ol
{ . At option as low: *
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WHICH PATRON?: ILS displays the queue *WHICH ITEM?: Zn%ter *the numiter or the
2% e¢xisting patrons and the user ¥ item.
aust enter *he nunber of the entryx
+o be edited. ILS will display thex
f£o0llowing table: x
x

# Patron Copy Not Needed Afterx

1 Selandexr 1 5-25-80 *
2 Duncan 2 5=-30-80 ...et¢c.¥
x
x
Delete the ITEM QUEUE (cont'd) *Delete the PATRON QUEUE (cont'd)
x
OK TO DELETE? NO// Entexr a 'Y' and a *0K TO DELETE? NO// Znter a 'Y' and a
RETURN to delete. Enter RETURN to X RETURN to delete. Enter 2ETURN
leave the record unchanged. x to leave the recoxrd unchanged.
X
DELETED (ox) NOT DELETED *DELETED (ox) NOT DELETED
x
ILS will return to the prompt OPTION: ¥ ILS will return to the prompt OPTION:

6.20.2.4 Identify Patron

Any ard all ILS functions involving patron data require that the patzron be
accurately identified in the ILS. See the section “Identifying the Patron“
in the GENERAL INFORMATION chapter for a detailed discussion o2 opition

for patron identification.

6.20.2.5 Identify Item

tems may be identified in various ways, including:
X ysing a barcode rzeader by Library of Congxes numbex
by 1tem identification number by title Key
by author authorstitle key
by call number by series
by ISSN/ISBN

* K X X
¥ ¢ ¥ ¥
&
~

For a detailed description of procedures and options for identifying an
item, see the section “Identify Item“ in the chapter GEINERAL INFCRMATICN.

6.20.3 RV Special Features

UPDATING THE ITEM STATUS DISPLAY

Whenever an item has a reserve request placed upon it, the item status display
for that item is updated to shou that a reserve now exis*s against that 12%tem.
Once the item is returned, and the record of the reserve regquest has bheen
deleted from MOTIFY RESERVE, the item status display for that 2*tem will again
he updated to show that the i1tem is now avajlable Zor lcan.
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6.21 SHELF

The SHELF procedure is used by library staff to monitor information on items
being used internally (as opposed to externally via CHECK OUT or RENEW.)

AVAILARLE INFORMATION
1. Overview of Shel#f
2. Step by Step Procedures for Shelf

3. Special Features for Shelf
Please enter the number of the type of information you desire:
6.21.1 SH Overview

The SHELF procedure records internal usage of an item. SHELF is normally used
by a shelver who passes a barcode scanner over the barcode label of the item
to identify it. SHELF enables the user to count the number of times an itenm
has been taken off the shelf but not checked out.

When the ITEM STATUS option is used, ILS will display a statistical recoxd of
any item. One line of this display appears belou:

CHECKED OUT IN THIS PERIOD:___ INTERNAL USAGE:

When an item is identified in the SHELF £function, the count of INTERKAL USAGE
is increased by one.

Press 'F' and a RETURN to go forward to Step By Step Procedures for SHELF.

6.21.2 SH Step By Step

SHELF consists of only one step:

1. IDENTIFY THE ITEM -~ It is assumed that the item will be identified with
a portable barcode scannexr. For information on this
and other methods of i1dentification, see below.

Foxr more HELP concerning this step press '1'' and a RETURN.

- 180 -
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Items may be identified in various
X using a barcode reader
by item identification number
by author
call number
by ISSN/IS3N

® M KK
o
~

For a detailed description of procedures
see the section “Jdentify Item“

item,

6.21.3 SH Special Features

As of July 8,

ways

®

in
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including:

by
by
by
by

aad options
the chapterx

1980 there are no Known special

Libraxy of Congras numie:x
title Xey

authoz/t_tle Kkay

series

7ing an
CAMATICN.

featuzes oxr SHEILF.




6.22 SET STATUS

The SET STATUS option is one way library staff can document the reason why
an item is not available to patrons. It creates a note within the ITEM
STATUS record advising users of an item's current status.

AVAILABLE INFORMATION

1. Overview of Set Status

2. Step by Step Procedures for Set Status
Please enter the number of the information you desire:
6.22.1 SS Overview

The SET STATUS function allows authorized users to associate one
of the following exceptional statuses with an item:

LOST

FOUND (for previously LOST item)
PATRON CLAIMS IT WAS RETURNED
PATRON CLAIMS IT WAS LOST

SNAG

00 000

If the status of an item has been set to one of the above, it is so noted
in the Item Status display for that item. Subsequently doing a Checl=-out
or Check-in of the item causes the Item Status rxecord to be automatically

updated.

6.22.2 SS Step By Step
I‘."
Qj SET STATUS is used to modify the status of an item in the Item Status Display.
;; It is a collection of 4 separate routines, each of which is detailed below.
P 1) L0 - for LOST if you are positive that the item is lost
2) FO - for FOUND if the item turns up later
;' 3) PC - for PATRON CLAIMS it was RETURNED

4) PL ~ foxr PATRON believes it is LOST

5) SN = Zor SNAG

For more HELP with any of these steps enter the number of that step
and press RITURN.

- 182 -
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6.22.2.1 SS Lost

The LOST option in SET STATUS is used whenever library staZf have conclusively

determined that an itam is indeed lost. Before this designaticn is put on the
Item Status record, every attempt should be made to search the shelves Zor the
1tem.

To change the item's status to LOST, the user must enter LO in response %o the
ILS prompt FUNCTION:. ILS will then prompt the user for any one of the regular
ILS item id options. After the item has been identified ILS w2ll prompt again
for the next lost item. The user must press / and return to get out of the
current SET STATUS option. ILS will take the user back to the place where the
user was Jjust prior to coming to SET STATUS.

To read about how to identify an item in ILS enter a 1 and a xeturn.

6.22.2.2 SS Found

In S8S, FOUND is used whenever an item, which has been previously declared

LOST oxr PATRON CLAIMED RETURNED, is found and it's status needs to be updated.
To update the item's status in the Item Status display, the user must enter

FO in response to the ILS prompt FUNCTION:. ILS will reply by asking the usex
to identify the item via anyone of the item identification options.

For more HELP on item identification options press 1.

6.22.2.3 SS Patron Claims Returned

In SET STATUS, the option Patron Claims Returned is used whenever a patron
states that they have returned an item which is currently missing. ILS keeps
a separate “lost file“ of items patrons claim to have returned, bu%t which
still have not bheen found after searching. The *“lost file' tracks patzons uho
repeatedly claim to have returned a missing item. Each recoxd in *tha Z£ile
contains the item and patron id# and the date the patron was *o have retuzrned
the item. Library management may want to set in-house guidelines to handle
cases where patrons repeatedly claim to have returned missing ifens.

NOTE: Every time a CHECK IN or a RENEW is done, ILS will autcmatically seazrch
the “lost file“ to look for a matching entry. If the i%fem berng checked
in or renewed is in the “lost file,*" it's status will be automatically
updated in the Item Status display.

To select this option, enter PC in reponse to the ILS promp%t FUNCTION:.

To learn more about how to identify an item press 1.

6.22.2.4 SS Patron Lost

In SET STATUS, the Patron Lost option is used whenever 1% has bLeen datarained
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that a patron has lost an item checked out to him. This status varies

somewhat from Lost, insofar as it can be determined that the patron %to whom
the item was checked out, was responsible for the loss. (Had the 1tem not been
checked out to any patron the Lost option would be correct.)

To selact this option enter PL in response to the ILS prompt FUNCTION:.
To learzn more about how to identify an item press 1.

6.22.2.5 SS Sanag

An item is assigned a status of SNAG if the library staff does not know
exactly what the problem is, but want to identify that therxe is a problem
of some soxrt with a given item. At some later time, the problem may be
researchad in detail, however, in the mean time a user who might be looking
for that i+tem can be informed that there is some Known problem associated
with the item.

6.22.2.6 SS Identify Item

In most cases, when the user is in SET STATUS the item will not be in hand.
This may limit significantly the choices available by which an item may be
identified. The full range of item identification options have been included
in this HELP discussion, however, as it is possible that in any given instance
one or more of these access options may be applicable.

Enter the number of the desired item identification option:

1. IID#= Item Identification # 6. TK = Title Key

2. AU = Author 7. AT = Author/Title Key

3. CA = Call Number 8. SE = Series

8. IS = ISSN/ISBXN 9. MI = Message (for item just entered)
5. LC #= lLibrarxy of Congress #

Items may be identified in various ways, including:
"% ysing a barcode reader by Library of Congres number
* by item identification number by title key
¥ by authecr authorstitle key
* by call numberx by series
* by ISSN/ISBN

* W ¥ N
-2
~<

For a detailed description of procedures and options for identifying an
item, see the section “Identify Item* in the chapter GENERAL INFORMATION.
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6.23 JTERIFY

Tha VERITY procedure allows the authozized user to radically altexr <the uay
in which ILS operates. In VERIFY ON mode, ILS will display <he patzon nrane
or 1tzm title every time a barcode label ox library card is scanned with the
tarcode scanner. In VERIFY OFF mode (standaxd ILS operation), processing s
much faster but patron names and item titles are not displayed.

£ 0

AVAILABLE INFORMATION
1. Cverview of Verify
2. Step by Step Procedures for Verify

3. Special Features for Veriify
Please enter the number of the type of information you desire:
6.23.1 VE Ovezvieuw

VERIFY sets a switch in ILS which determines whether or not the patron name or
item title is displayed when a library caxd or a barcode label is scanned.

1. VERIT?=0N - When a patron or an item ID numbexr is entexed into ILS (duzing
CHECK OUT oxr CHECK IN for example), the computer will go to the
magnetic disk which stoxes all item and patron information and
£ind the complete recoxd for that item or patron. The name oz
title 1s then sent to the terminal and displayed on the screen.

2. WZRIFY=0FF - When a patron or an item ID number is entered into ILS, the
computer will recoxrd the ID and continue with the trzansaction.
The patron name or item title will not be displayed on the
screen. ILS will £ind the complete record on the magnetic disk
later, while the user continues with other transactiens. This
helps the system process transactions more expeditiously uwhen
there arxe alot of patrons waiting to be checked out.

NOTE: The VERIFY switch affects only the current terminal and session.
$.23.2 VE Step By Step

. To change the setting of VERIFY the authorized user may enter
/7VZ2=0N OR /VE=0FF

in response %o any ILS prompt. ILS will change the setting and zetuzn
the user to the previous prompt.

I+ .5 also possible to change the VERIFY setting

in a two st
The usszr entars VE in response to the ILS prompt CCMM L
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either OX oxr OFF as appropriate.

6.23.3 VE Special Features

As of July 8, 1980 there are no Knoun special features for VERIFY.
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7 SIZRIALS CONTROL SUBSYSTEI!

7.1 SCS INTRODUCTION

The Serials Control Subsystem is used to process all sezxial %xzansactions

including serials checK in and routing of serials.

AVAILABLE INFORMATION
i. SCS OPTIONS

2. GLOSSARY OF THE ILS SYSTEIM

For more information, select the numbezr £for the appropriate discussion.

X 7.1.1 SCS OPTIONS

The Serials Control Subsystem is composed of the following functions:

1. AR = ADD ROUTING

2. SC = SERIALS CHECK IN

GINEZRAL FUNCTIONS

w

Q

"y
1

For mozxe information, seleact the number for tha appropriate discussicn.
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7.2 ADD ROUTING

The ADD ROUTING procedure permits authorized users to add/delete names on
routing slips. When jouxnals are checKed in via SERIALS CHECK IN., routing
slips for newly received journals may be printed, so that the journal may be
routed to patrons oxr to their £f£inal destination., such as a branch library.
The ADD ROUTING procedure permits users to add or delete names to routing
slips that will be produced during SERIALS CHECK IN.

AVAILABLE INFORMATION
1. Overvieuw of ARdd Routing
2. Step by Step Procedures for Add Routing

3. Special Features for Add Routing
Please enter the number of the type of information you desire:
7.2.1 AR Overview

When journals are checked in via SERIALS CHECK-IN, routing slips £for
newly received issues may be printed. The ADD ROUTING function allous
authorized users to add names to or delete names from the xrouting slip
produced for a particular title. ADD ROUTING requires the user to
identify the patron and the bibliocgraphic item.

7.2.2 AP Step By Step

In ADD POUTING the use;‘mu§t=

1. IDENTIFY THE ITEM(S) TO BE ROUTED
This section explains how to search through
the ILS system for the appropriate item.

2. IDENTIFY THE PATRON(S)
This section explains how to addsdelete
names from an item's routing slip.
3. EXIT FROM AR
This section explains howu to use the '/°
command to exit from Add Routing.
For more HELP concerning any of these steps enter the number of that
step and then press return.

7.2.2.1 Identify Item

Itens may be idantified 1n various ways, including:
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led description of procedures and options
m, 2

2%tal for ida
22 tha sa2ction “Identify Item™ in the chapter GINERAL

(17

AR Identification of Patron

-1
(3]
o
0

Once +*he i%tem has been identified, the user will want to iden- ; *he
patzon{(s) connected with that item's zouting slip. The computer he
rompt the user with the serial ID and copy numbexr, and say:

(PYZRMANENT OR (T)EMPORARY? TEMPORARY/

There arxa two Kinds of patron routing lists, permanent and temporary. A pezx-~
manent routing slip consists of persons who wish to zeceive every issue oI

a serial as 1t is received by the library. A temporary patron list consists
of patrens who wish to receive just one issue when 1%t arrives, but not on a
regular basis. Temporary patron lists must be deleted by the user after the
specific 1ssue 1s received. ILS will not automatically delete a temporaxy
pazzon routing slip.

Once the status is entered, the user has several options. They are:

<R> Add Name to File

<D> Delete Name £fxom File
<L> List Names in File
<s> Go back to subsystem (see Exit From AR. Entexr T, and thenr 3)
L=> Go back to function (see AR Special Features. Entezr T,T.,and 3)
<C> Change Temporary/Permanent
Zf %4he user discovers he has entered the wrong status command, he can
change 1% with the 'C' option. For example, if he has za2ntered 'P' Zor
Permanent and realites he wants to woxrk with the Temporary status 2ile,
entaring a 'C' will switch him to Temporary.
The Add Rou*ing function is unique because it identifies £first how
the patron 1s affected on the routing slip and then identifies the
spacific pvatzron. When the patron is identified the chosen Zunction
. Ww1ll be axecuted automatically.
_;: - The Zollowing functions relate directly to the routing slip. They
‘4p are comnon to both the Permanent and Temporary status.
= ' 1) Add Name - How to add a name to a routing slip
:w, 2) Delete Name - Houw to delete a name f£rom a routing slip
-, - 3) List Name -~ How to list all patrons on a routing slip.
e
;u' Indicate by number tha function vou want.
b -
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7.2.2.3 AP Add Name

To add a name to an 1tem's routing slip, the user must enter A in response
to the ILS prompt OPTION:. ILS will reply:

PATRON:

The user must now begin to enter all the names that are to be added to the
routing slip. Rfter the last name has been entered, the user must enter a
return. ILS will then prompt the user With a series of questions as part of
the exiting process (see section 2.1.2.16, AR Exit Add Routing.

To get *o this discussion enter the following command sequence: T,T,3.

To rxeturn to this discussion enter the following command seguence: T,2,1.)

70 review the patron identification options press 1, or
(F) FORWARD to AR Delete Name, or
(T) to go to the top discussion.

7.2.2.4 Identify Patron

Any and all ILS functions involving patron data require that the patron be
accurately identified in the ILS. See the section “Identifying the Patron®
in the GENEIRAL INFORMATION chapter for a detailed discussion of options

for patron identification.

7.2.2.5 AR Delete Name

TC delete a name from a zcuting slip, the user must enter D in response to the
ILS prompt OPTION:. ILS will then display all the names currently on the list
and w1ll ask the user which name 1is to be deleted. The user may then enter the
number corresponding to the name which is to be deleted.

The user must enter a carrxiage return in respcnse to the ILS prompt when all
appropriate names have been deleted. This is the first step of the exiting
process (see Section 2.1.2.16, AR Exit Add Routing. To get to this discussion
enter the £following command sequence: T,T,3. To return to this discussion
enter the foliowing command sequence: T,2,2.)

7.2.2.6 AR List Name

List Name i1s used whenever +*he user wishes to view all the patrons who are
currently on ths rcutaing slip. A sample list is shown below.
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1 MISS JANE BROWN
2 MR GEIQAGE CAREIW
2 tXJ BRIYAN JCNES
4 M5 MAXY SMITH

-
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g

when <ha user selects permanent or temporary

ROUTING, +his selection will impact what lists
“Was =<5 have the other list displayed 2t will be
onsa =5 the ILS prompt CPTION:.

[R3 W1
[P RS}
nw u v

(451
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2.7 AR EIxit Add Routing

After the user has completed making changes to the routing slip, a ret
must he z2ntered to begin exiting £xom ADD ROUTING. At this po:n%t ILS
cronpt with (F)ILE OR (NJO CHANGE? NO/ . The system 15 se%t To default
CHANGZ unless the usexr types in F. If the usexr wants to £ile %*he chang
corxrzst* rasponse 1s F. Next ILS prompts with (P)IPIZRMANENT/TIM2C2A2Y? T
TEMPORARY/. The system 1s set to default to TEMPORARY unless the user
P. If *he user wants this routing slip to be a permanent one, P is the
rasponse.

The user may nouw exit £from ADD ROUTING by using the / command. This wi
the usar *o any other activity within ILS. NOTE: if the / key is pzess
the changes have been f£iled away, the changes will be lost.

7.2.3 AR Special Features
USE AF THE - KEY and PERMANENT VS. TEMPORARY LISTS
DD RCUTING, *he - Key 1s used to raturn the usex %o g »
2x =<he 1*tem or patron identification s*tages of ADD s =
e The user to start that point ovar (e.g., spell a d ara
rz272.ng the user within ADD POUTING. Pressing the Yy Wwill exra
2 of AR that the user was 1in the middle of enta2rinz (1.2 :zust
em or patron information entaraed.)
ATD RCUTING provides for both permanent and temporary lists. Permanent
are comrosed of patrons who wish to receive all issues of a serial %1%
tima i1t 15 checked in. Temporary lists are composed oZ patrons who uWis
recerve only a particular issue of a serial title; they may, 2.3 wWish
a particular i1ssue which is devoted *to an area o#f *thair wintarest. Userx
speciZy which list is to be modified, either (P)ERMANENT OR (2)IMPCRAR
change a list from one status to the other, enter either P or T as app
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7.3 SERIALS CHECK IN

e

SERIALS CHECK IN permits authorized users to record the receipt of the latest
piece 0 a serisl subscrinrtior.

5

-

~
S\
.
"

AVAILABLE INFORMATION
1. Overview of Serials Check In
2. tep by Step Procedures For Serials Check In

3. Special Features of Serials Check In

Please enter the number for the appropriate discussioen:

7.3.1 SE Overview

SERIALS CHZICK IN enables library staff to maintain rxrecoxds of the receipt

0of each serial issue as it arxives in the mail. As an item is checked in,

a barcode label may be generated for 1it, or the labels may be queued to be
printed out in a batch at some later time.

Once the label has been affixed to the piece, it may be wanded whenever the
item is circulated. When items are returned from the bindexry, a new label
will have <o be attached to the hardbound piece. Consequently, this label
Wwill supersede the labels which were originally placed on each loose piece.
SERIALS CHECK IN regquires the user to identify, in addition to the item, the
year, month, day, volume, issue, copy and loan length of the piece.

7.3.2 SE Step by Step

To check in a serial via SERIAL CHECK IN, enter /SE in response to the ILS

prompt COMMAND. ILS will prompt the user:

GENERATE BAR CODE? YES/ In both cases the default is set to YES.

PRINT BARCODE NOW? YES/ NOTE: To batch generate the labels later, enter N.

IDENTIFYING THE TITLE

ILS will next prompt for ITEM: TK=. Since the user must have the i1tem i1n hand,
+he user will most likely want to identify the item by its title. Thus, L3
prompts for TK (title Key) automatically.

The user nust enter in the £irst three letters of the first major word, the
first two letters of the second and third words, and the £irst letter of the
fourth word. ILS wi1ll resvpond by displaying a list of five serial titles at
a time in the Zformat kelou:

NOTE: The serials *itle index is composed of the 245 and 240 fields of recoxds
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which contain 'periodical' in the a subfield of the 042 Z:eld.

INDEX TITLEC(EDITION) & AUTYHYOR ¥** SERTALS ONLY ¥x%xx
1 The Neuw EZngland Journal of Medicine
2 The New Yorkexr Magaczine
3 The Neu Zealand Medical Society Bulletin
4 Obstetzics Today
5 Opverating Room Quarterly

"
v
ot

At this point the user may: o Enter F or 3 %o browse thrxough =Xk
o Enter another search RKey to try a
o Enter D and index # %o display an
o

Enter index # to select the approp
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IDEMTIFYING THE TTEM

Having identified the title, the next step in SERIALS CHECK IN =zagqui:zes that
the individual piece be identified. Press return o conitinue this discussion.
There are seven elements which must bhe £illed 1n for each serial issue which
is checked in. They are:

Volume of issue

Any more copies to pe checRked in

Type of serial

Loan period

1. Year of issue
2. Month of 1i1ssue
3. Day of issue

~N o &

Each of these elements is discussed individually. For moxze inforzma%tion on any
element, enter the number for the appropriate discussion.

NOTE: After completing the above 7 steps the following message will appeaz:

DATA IS STORED IN QUEUE. CHECK PRINTER POWER

Tou may now print out the barxrcode label if the printer is on.
7.3.2.1 SE Enter Yeax

When checking in serials the user must first identify <%ha year of issue. The
YEAR prompt in SERIALS CHECK IN is set to 80. If a 1980 ser:al s bexng checked
in the user need only press return. If the user entezrs a gquestiocn marl the
following message wWill appear:

ENTER THE LAST TWO DIGITS OF THE YEAR, E.G. 80

7.3.2.2 SE Enter Month

To accommodate the wide variety of publishing fraquencies of serials, I
designated 29 options for describing the time span ¢f a sar:al issue. 7T

1 JAN 8 AUG 15 MAR/ZAPR 22 ¢ccT @3 UNCLASSIFIZID
2 FEB 9 SEP 19 APR/MAY 23 NGV
3 MAR 10 OCT 17 MAY/7JUN u Tz

. 4 APR 11 KCA 18 JUN/JIUL 23 SP2

. 5 MATY 12 DEC 19 JUL/AUG 29 SUMM
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6 JUN 13 JAN/FEB 20 AUG/SEP 27 AUTUMN/FALL
7 JUL 14 FEB/MAR 21 SEP/OCT 28 WINTER

NOTE: UNCLASSIFIED 1s used fcx (e.g.. 1rregulaxr) serxals which do no*t match the
above time spans. IZ optaion 99 1s chosen ILS will prompt:

MONTH: UNCLASSIFIED Entexr the new time span.The 1ssue date w:1ll then +are
DESCRIPTION: (new span) the form: yrs/(new spanlsday. e.g. 80/JAN-JUN/OO

7.3.2.3 SE Enter Day

In response to the prompt DAY, the user must type in the day of issue of the
serial, if there is one. If the serial is a monthly or annual publication
without a date just press retuxrn. A 7 will cause the following message to
appear:

TYPE NUMBER 1 TO 31 (DEPENDING ON THE MONTH.)
ILS will not pexmit the user to entey 31 for months with only 30 or 28 days,
nor will it permit the user to enter 29 foxr a non leap year. If the user traies

to do this, the following message will appear:

THE DATE YOU TYPED IS WRONG. PLEASE RETYPE THE CORRECT DATE.
7.3.2.4 SE Enter Volume

ILS will prcmpt the user to specify the volume, issue, part, and supplement
of the serial to be checked in. It will have default settings for the next
1ssue expected to be received as follows, e.g.,

voL: 23 ISSUE: 12 (0] 44 Y/
If another copy of the same issue (in this case, issue 12) 1s received 1instead,
the user must type N. This will cause ILS to prompt individually £for VOLUME,

ISSUE, PART, SUPPLEMENT and COPY. If the piece being c¢hecked in is the £irst
copy of a title, you cannot change the COPY 1/ default prompt.

7.3.2.5 SE Any More Copies

ILS will ask the user if there are any more copies of this issue to be checked
in at this time. Since it is possible to receive two or more copies of a taitie
on the same day., by this method users can quickly checKk in the other copies of
the issue without having to re-enter all the data again. If the user enters a

? the following message will appear:

PLEASE TYPZ & (1 TO 26)

7.3.2.6 SE Type of Seraial
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I TLS wi1ll ask the user to maKe several decisions about the na*u
I+ wi1ll ask the user to distinguish between the Zollowing cazc2

(LYAWd 0% (GJIENERAL NOTE: The statistics derivable Zxrom these categorrzazion

{MIOMO 02 (S)ERIAL may prove of use to library manzga2men<

TYPE:

Thaxe ars currently 9 type categories for the form and subject area of serials

They are:

TYPE DESCRIPTION TYPE DESCRIPTION TYPE DESCRIPTION
1 GENZIRAL 4 MILITARY-FOREIGN LANGUAGE 7 MICR20FICHE-GENERAL
2 MILITARTY 5 MICROFILM-GENERAL 8 MICROFICHE-MILITARY
3 FOREIGN LANGUAGE 6 MICROFILM-MILITARY 11 CTHIR

Users may determine the type of serial by inspection.
7.3.2.7 SEZ Loan Period

The loan period associated with a serial may depend upon its copy number.
LS is presently set so that the loan period for a copy one ftitle is
automatically defaulted to non=-circulating. This is done so %th if only
one copy of a sexrial is received, it can remain in the library until the
other corieas have either been received or claimed. Subsequent copies are
set Zor a default of one weeK. This may, houwever, be ovexrridden.

If the user enters a ? the following message will appear:

TYPE '1' FOR 1 WEEK
'2' FOR 2 WEEKS
'3'" FOR2 NON-CIRCULATING ITEM

7.3.3 35Z Special Features -

UST CF THE UP ARROW KEY (=)

The up arrouw Rey (=) is used in SERIALS CHZICKX IN to get back %o a pravious
rprompt after having entered a carriage retuzn:

ZXAMPLE: ILS has prompted for YEAR with a default of 80. The user hit retuzn
instead of entering 79%9. ILS nex: prompts for the mon=h and then the
day. PRealizing that the wrong year was enzered, the usexr szI2p35 bYack uj
through the prompts by pressing - repeatedly. Tha user must re-anter
ail the data for all prompts which the - has passed th:zough, sinca tha
-~ erases as it travels bacK up to the prompt YZAR.

YIELAING THE HOLDINGS
7o view *the holdings of any serial, %the user must break out of the ILS systen,
(by rressing the BREAK Key) and see a ?. Next the user entexrs C %G *o view tha

global EEZ. Znter a return when the computer prompts Zor TEVYICZE, and then enter
-ZZ ulien the computar prompts £or GLOBAL. The c¢onmpu“er will *hen dis:lay +he
con%tan<s 2% global EE, for each serial t2%tls 1n alrharzezisal order, as follcus:
~ZZ ("QZSTETRI7TS TODAY.“8C/10/353%,15:5:;0,0;1,321017 Y= 0¢

. . AT e o N . . .
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This long string can be broken down Znto its component parts, some of which are
partitioned by * marks, as Zfollows:

“OBSTETRICS TODAY.® This is the title of the serial.

“g8Q0/s10/5% This is the year/months/days/ of the issue.

“15;6:3;0; 1 This is the volume;issue:;part;supplement;copry of the issue.
801017 This is the year/month/day the issue was checked in.

=XQx This signifies the end of the string of information.

As each piece is checked in, a new string is created in global -EE. The user
must, however, view all the strings for all titles which alphabetically precede
the string the user wants to see. As the list approaches the desired title, the
usex must press the CONTROL and the S Keys at the same time to stop the list.
Press the CONTROL and @ Keys to staxrt the list scrolling again.

DEFINED COPY

At the time a sexial's bibliographic record is introduced into the Master
Bibliographic File (e.g., via the processing of an OCLC tape)., the ¢ subfield
of the 049 field is used to establish, for check in purposes. houw many copies
of the same title are to be expected during check in. Defined c¢opy 1is
understood to represent the total number of copies ¢f a gaiven serizal title
knoun to the system. In the event a usexr attempts to check in a copy uhose
number exceeds the number of defined copies which have already been checked in,
the £follouwing message will appeaxr:

EXTRA COPY! PRODUCE BARCODE? YES/

LOAN PERIOD DEFAULT

SERIALS CHECH IN allows the user to specify 3 types of loan periods: a week,
tuo weeks, or non-cirxculating. In the interest of preserving the collection,
the loan period fox copy one has been set to default to non-cirxculating. In
this way, the library 1s assured of having at least one copy on hand.
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8 ADMINISTRATIVE SUBSYSTEM

8.1 AS INTRODUCTION

8.1.1 ADMINISTRATIVE SUBSYSTEM

The Administrative Subsystem is composed of options which enabla a
usexrs to set various system parameters at local ILS installations.
ILS system administrator will have responsibility for maintaining

of these parameters, as the parameter settings represent a raZlact
set by the library management. Consequently, only authoriced users
who have received either special training or authoriza%:icn) should
to work in this subsystem.

The Administrative Subsystem is divided i1ato 4 major

szctions:

1) AS Options 3)
2) AS Overview 4)

AS Special Features
ILS Glossary

For further information,
8.1.2 ADMINISTRATIVE SUBSYSTEM OPTIONS

There are 12 different options in the ADMINISTRATIVE SUBSYSTIM (AS

They are:
1. CP = CIRCULATION PARAMETERS 6. SP = SYSTEM PARAMITZIZS
2. HM = HELP MAINTEINANCE 7. UD = YSER DELZITEZ
3. JI = J02 INITIATION 8. US = USER ADDr/EDIT
4. Je = JOB QUEUE 9. VR = VYIEW RIPORTC
5. SA = SYSTEM ACTIVITY 10. 20 = DOWK S7s7TzInm
11. P@ = PATRON FTILZ CTEFIMNITI
12. GF = GENERAL FUNCTIZNS

For more information about any of these options select
desired or press F to FORWARD to AS OVERYVIEU.

the numiex

8.1.3 ADMINISTRATIVE SUBSYSTEM OVERVIEW

The ADMINISTRATIVE SUBSYSTEM is composed of 12 administra%ion :zela
well.

same general format as follows:

(1) an overview of that op*ion

[A]
o+

(2) step by step procedurass £fo
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select the number of the desirzed discuss:on

of the option

and 7 general function options which may be used i1n o%ther suhsysitems as
All of these options are organized within the HIL? sys%em in
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The local
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Lon of policy
(i.e. those
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(3) a special Zfeatures section for that option

For moze information on any specific option:
Press B to go BACHWARDS to RS OPTIONS. or
F to go FORWARDS to AS SPEZCIAL FEATUPES, or
T %0 retuzn *to <the top o0f <his discussion

8.1.4 ADMINISTRATIVE SUBSYSTEM SPZCIAL FEATURES

ILS has several special features which the user needs to know 1in order to use
the system effectively. Special Features used in the Administrative Subsystem
have been divided into two separate dis ssions. They azre:

(1) General Concepts
(2) Special Function Keys

Usexrs should be aware of these general concepts and special function keys
since they are used throughout ILS.

Enter the number of the discuss:on you wish to read more about, or
Press F to FORWARD to the Glossary, or

B to BACKUP to AS Overview, or

T to TRLKVEL %o the top paragraph.

8.1.4 General Concepts and Commands
Several GENERAL CONCEPTS are useful throughout the subsystems of the ILS.
These i1include general commands such as:

D(isplay) -- for displaying the full record of an entry

Florwaxd) =~- for moving forward through Item and Patron Lists

Blackup) -- for moving backwards through Item and Patron Lists
Some Xeys have special meanings., such as-:

-- for combining two instructions into one step
s -~ for exiting out of a subsystem and into another or

going to another activity within a subsystem

The function Keys are useful for accessing HELP, for abbreviated F(orward)
and B(ackup) commands, and other things.

See relevant parts of the chapter GENERAL FUNCTIONS for more information.
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8.2 CIRCULATION PARAMETERS

CIRCULATION PARAMETERS EDIT i1s used to to set the time interv
of ILS functions. These functions include the intexvals Zo:
seaarch slip or overdue notice, archiving usage statistizcs., anid
r1tems £rom the svstem.

AVAILABLE INFORMATION
1. Quervieuw of Circulation Parameters Edit
2. Step by Step of Circulation Parameters Edit

3. Special Features of Circulation Parameters EZdit
8.2.1 CP Ovexrvieuw

CIRCULATION PARAMEITERS EDIT is used to to set the time intexzvals £o
of ILS functions. The time interval between e.g. successive ovardue
generation, would be determined by ILS site library management, and
be set %o conform to this policy. With this function, ILS s*taff can

“remembers* to e.g. delete lost items from the Master 3ibdliocgrarhic
generate another overdue notice or search slip, after a specified *

8.2.2 CP Step By Step

CIRCULATION PARAMETERS EDIT enables the authoriczed user to set inte
Zor a variety of automated ILS functions. These intervals relate ¢
varie*ty of ‘circulation procadures and c¢an range from as shor: as a

to as long as a few years, depending upon local ILS site policy.

All the Circulation Parameters, as they would appear on the screen,
included a1n this discussion. It is most likely tha%t ILS sites wxll
parametezrs inlitially and thereafter edit very infrequently. Any ec:i

EXCEPTION FILE CO LIMIT: Sets a limit on the number of items a pat:

the Exception File. As the patron nears h:
Check Qut Limit, ILS will warn {he user %h
patron 1s apprcaching the Check Qu% L.=:x1t%t.
Exception File CO Limit mus*t he less than

CO laimit.

SYSTEIM CO LIMIT: Sets the mawimum number of 1tems a pa%z~n may
not permit additional 1tz2ms to be chezied cu<
unt:il some 1tems currently checxad 2ut Ly awin
returned,
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jll RENEW LIMIT: Sets the maximum # of times an item may be renewed by a patron.
{if % MONTHS BEITWEEN USAGE STATS COMPILE: Sets the cycle for accumulation o%f usage
AR statistics in the Item Status Display.
L At the end of each cycle, statistics for

each i1tem are archived, and then the
countex is reset to zero.

4 YEARS USAGE STATS DETAIL: Sets the # of years that stats are archived. Stats
are pushed down each time usage stats are sent to

arxchives.

# SNAG SLIPS 70 GENERATE: Sets maximum # of snag slips generated before item
is conceded to be lost.

MINIMUM INTERVAL BETWEEN SNAG SEARCH SLIPS: Sets number of days between
MAXIMUM INTERVAL BETUWEEN SNAG SEARCH SLIPS: generation of successive slips.

MAXIMUM # OF OVERDUE NOTICES: Maximum # sent to a patxon.

INTERVAL FROM DUE DATE TO 1ST OVERDUE NOTICE: # of days until notice created.
INTERVAL BETWEEN OVERDUE NOTICES: # days until next notice sent.

# DAYS TO KEEP EXPENDIBLE ITEMS IN SYSTEM: # days copying regquests arxe Rept in

system. Theses stats are used *to
track frequency of copying an item.

# CHARACTERS IN EXPENDIBLE RECORD: Sets size of free text recoxrd which records
what article was copied and for whom.

# DAYS BEFORE PURGING LOST ITEMS: # days before all records of a lost item are
deleted from ILS.

# DAYS FOR AM EXTENDED LOAN: Maximum # days an item my be loaned on an
# DAYS FOR SHORT TERM LOAN: ertended or short term basis.

8.2.3 CP Special Features

Using the - Key in CIRCULATION PARAMETERS EDIT

In CIRCULATION PARAMETERS EDIT, users may forward through parameters that
they do not wish to edit by pressing the carriage return successively. If
the cursoxr should pass a desired parameter., however, the user may return
up to that parameter by using the -~ key.

21 make the cursor return up *the screen line by line until the
aced besid= the desired ILS vprempt. The user may then enter any
e at that recant, and then eirther enter a 7/ to cet out of the

S w1ll return to the Administrative Subsystem command level), oz
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8.3 HELP MAINTENANCE MANUAL

8.3.1 HM BACKGROUND

Background

Originally developed by the Listexr Hill Center for Biomedical Communications
(LHNCBC) in 1978, +thz ILS Help System (HE) was designed to provide online
assistance when using the Integrated Llibrary System. To provide such

a capability, the Help Maintenance (HM) system was developed to serve as the
means by which HELP text could be created and edited for user viewing. The cur-
rent version of the !lelp Maintenance System is a melding of the best features
of the original version and sevexal enhancements to the system.

Although they extensively interact with each other, HM and HE are two distict
entities. Whereas HE enables users to read text aly, HM enables users to
perform text manipulation. Access to HE is unrestricted. However, access to
HM should be restricted to the ILS system administrator or other personnel
authoriced +o change the system.

Purpose

The purpose of this manual is to document the use of the Help Maintenance
System in sufficient detail to enable local ILS sites to work effectively with
it.

Scope

The scope of *this manual includes documentation of all currently operational
features of Help Maintenance.

For further information select either discussion below:
2. Introducing Help Maintenance -

3. Working in Help Maxyntenance
.

To ex1t Help Maintenance, return to COMMAND with a - and return and then
entexr 7/ and some function abbreviation oxr /EXIT.
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8.2.2 4M INTRODUCTION

HELP ﬁ::NTZN'MC’ 15 that part of ILS which enables local I15 s:
2z Zavelop He p taxt. It 15 <=omposed nf five basic elenmen=s, eazh
s ; .

The Paragracth

2 The Fath

w

-4

T
i

Manual

4. The D-:iectovry

S. Text versus Structure
frr Furthaxr -.nisrmation absut any of these basic elemen%ts a2ntex *he nunmberx
associated with that discussion. The user may select any discussion and then
con=sinus Zorward via the F command; retuzn via the B command; ¢r exit via
.na =~ and the / Heys
3.3.2.1 The Paragraph
In I15 - Help Maintenance., the Paragraph constitutes the most bhasic unit of
text. I+t 15 the most frequently accessed and edited entity in Help
Marntenance. Although paragraphs characteristically exhibit two atitributes,
thaz 9% %ex< and structure, *his discussion focuses primarily on the texitual
attributes only. (For a more detailed discussion of structuze and how it
relates to text see section 2.5. To access this, discussion, the user may
e1%her rrazss F to forward throuqgh four other discussions c¢xr press T and then
anter & to to» out of this discussion and access the other dirxastly.l)lParagraphs
arz used as building blocKs of information which, when red together, cxreatze
HZL? %ext an ILS.

Paragrarh defined in HM is undexrstood %o mean a logical uni
be, but does not necessarily have to be an English paragrap!?
e composzd of a sentence or many sentences, or i%t may Le ¢
diagram or o<ther graphic forms.

£ of text. It may
It may ZInstead
mposad o a chart,

o

Since one Paragraph is a logical entity (as opposed to a ph
many English paragraphs may constitute one HM paragraph,
may he camposed of a single English paragraph. This enti
Paragraph in Section 2.1.1 is composed of one HM paragxa
contains seversl English paragraphs.

ysical enticy?,

and many HM paragraphs
re discussion o the
h, even though 1t

'Ul‘

he distinguishing characteristic of all HM paragraph
reated as a unit whenever they are displayed on a
other paragraphs, or prainted out ain harxrd copy.

on one CR2T scra2en when displayed. (NQTE: When
terminal, only 17 lines of text may
curs, the £f:rst screen of text will
2r anters a RETURN befozrs displayving
Hewle+tt PacXard Model 264572 terminal

ot 3

linked +o

3
A
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©of up to five scxeaens of text For further information on the maximum sice
limi*t oI an HM paragrarh rafer to Section 3.1.1 - Adding Paragrarhs. To get to
th.is discussion entzr <he followan sequence of comm.nds: T,T7,3,1,%. To return
<o Thlis discussion, enzt=zr tThe fo0ll oulng sequence of ccirmands: T,T,T,1.) The
usexr may continue enterng RITURN until the entixe paragraph has been displayed.

I+ should be noted that even though 1t may takKe multiple CRT screens to disrplay
all the *ext 1n a paragraph, 1t 1s still a single logical unit. One could not
display the middle or end of it without going through the beginning of 1t. It
15 therxefore recommended that:
1) Text in HM paragraphs be limited to no more than 17 lines of text, and
2) Whenever an HM paragraph must exceed 17 lines of text, such ftext should
be organized in such a way that each iiew screen of text begins with a
new Znglish paragraph, or other distinct physical form (e.g. table,

1llustraticn, new subsection heading.)

8.3.2.2 The Path
In ILS - Help Maintenance, each paragraph must be given an identity, or
placed wrthan a prescribed context, to be read in proper sequence. A

relationship nust, therefore, be constructed between paragraphs to link

them *to eath other so that users may read the text contained in all the para-
grraphs in proper sequence.The establishment of such a relationship betueen
specifilc paracraphs constitutes the creation of a path for those paragraphs.

In Help Maintenance any given paragraph may be in one or more paths. A
paragraph whxch details how to identiiy an item, in the library collection may
be linked to several discussions such as CHECK IN, RESERVE, or CHECK OUT proce-
dures. EFach time the same paragraph 1is used within the context of a different
procedure in ILS, a separate identity (i.e. PATHNAMI) for that paragraph must
be created. A paragraph may have many pathnames associated with 1t, or 1%t may
only have one. lhen used in different paths the same paragraph may have separ-
ate s2ts of liniages coming before and after it. Thus, the same paragrarph,
linked into *two different paths, could follow and be followed by the same c¢r
+two differen®t varagraprhs which would take the user into diffa2rent discuss:ons.
The Zfigure below 1llustrates the linKage of paragravrh A into different patihs:

In PATH A In PLTH B
FLAEKXKKXX XXXXXEXXX
Previous
Par 3 paragraprhs Par C
may be —
different

Nex+t paragraphs
Far D Par E Par F may be Par G Par D
different

RS
o
H
54

cf Cne Paracraph zn Two Faths
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t
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Manuals do not permit branching w:ithin the seqguence ¢ paragraphs
Since a manual :s furnished to the user as a printzd product ra<ther
+han an online interactive display, there v oproxrituni=ty £2xr users
to 'raspond' *to options and changs %he disp.ay seguzence Instead,
the paragraphs are printed out i1n a straigiic szgusnce

W]

Zvary paragraph in a manual must have certain print Zormatting informa-

Zi1on recoxded in its structure. (See Sectron 2.%.7. T2 get %o <%h:ys
discussion enter the following command sequance: T,7,2.,4,7. To return
+o this discussion enter the following command sequence: 7,7.,7,2,3.)
All manual names must nave the form 'M#%', whare '%' 1s an integer

number from 0 to 99, e.g. MU, M76, MO. A maximum o= 100 manuals
may rte created for an ILS site.

he paragranhs in a manual may also be included in oxdinaxry non-manual
in any number of other manuals. Thus the same 1nformation may be
ilabla 1n many different online and printed Zforms.

h
[¢]

The Directory

1s a list of all accessible paths in %<he HZTL? Systanm. Tt lists
*he pathname, any synonyms by which the rath cculd algo he

the starting paragraph of that path. A rathname nus*t ke enrntered
directory before 2t can be directly accassed by usaxrs in <+he

This accomplishes two things:

Lt inserts the name in%to 1its correct place in an alphartetical lis<%

oI path names, wWwhich a user c¢an vzew by entexin ‘oD,

It provides an entry point to the HELP Sysien. When a user :n HILP
znters the =Two letter code for the pathname, ILS w2ll display *%hs
Zixrst paragraph in *that path. In cases wh2¥e one path is linked %o
ano*ther, and direct access to the second prath s not zeguized, =he
path may be constructed and yet need not be encerad ints the dizec%cry

v1s5ahla to refrain I
“hat za*th 15 in a £f21
W *he>r wory within
v tis2rs 1n the HEILP
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8.2.2.5 Text versus Structure

As was mentioned n Section 2.1 above, paragraphs are composed of two atitri-
butes, text and structure. Whereas text comprises the title, al the words,
spaces, symbols and numbers, structure refers to the network ¢ linkages
betuween that paragraph and all those paragraphs which come exther directly
before or after it in logical sequence.

Each paragraph must have at least one previous paragraph number and may or

may not have a next paragraph number. If a paragraph begins a path, 1%t 1s
considered the starting paragraph of that path. A starting paragraph may be
directly accessible in the Help system or it may begin by following another
paragraph in anothexr path. To be directly accessible in the Help svsztem ts
previous paragraph numbexr (in its structure) must be cero. If the szartins
paragrarh of a path follows another paragraph 1in another path, the previous
paragrapn number of the starting paragraph must be the number of the para-
graph which it immedilately Zfollous. In eirther case, the rumber of the previous
paragraph which precedes the starting paragraph of the path must be entered :n
the paragraph directory. Users may only access a path in the Help system 1f
the starxting paragraph number of that rath and the previous paragraph number
of *he starting paragraph number have been entered i1nto the path directory.

NOTE: previous paragraph number (PP#) means where you have Just come from. Next
raragraph number (NP#) means where you are going to next. Response means the
lettex or number the user must enter to see the next paragraph. Alternate path
(Alt. Path) would only be used 1Zf the user wanted to access a next paragraph in
another path. (see Section 3.3.1, Adding to the Dizrectory. To get to this dis-
cussion enter the following command sequence: T,T7,3,3,1. To return to this dis-
cussion en*ter the following command sequence: T,T,T,2,5.)

iguzre 2-2 below illustrates *wo typical scenarios of a paragraph's structure
n a given rzath (e.g., path SAa).

13
.

Previous Path SA Path SA
paxagraph EXXXXKXD
is zero Par A /s Par B

PP4# Response NP# RAlt. Path Message/Prompt
XXX XX XXX KKK XXX EXXKELEE K XX XA XEXEXXX XXX XX

0 1 B Go To Par B

Q
o]
e ]
L
V-
4
P
Q
3

Paragraph A begins a new path.




Path SaA Path SA Path SA
KEEXEXS EXKK KX

Par A / Par 3 /s Pa

N

~
~

PP%# Rasponse NpP# Alt. Path Messaga/Pxzonmp*

X K K KXKEKXKLKK LK XK LEXXKKK XK XEX VKL L K KLEKKKKK
A 1 c Go To Par C
Condition 2. Paragxaph B is within a path.
Figurxe 2-2. Two Path Structures

It 1s often the case., houwever, that the structure betwesen varagzrarhs expands
1nto several next paragraphs becoming linked to a prev:icus paragrzph. When
this occurs, the previous paragraph 1s considered a menu paragraph. There
must be entered in the structure of the menu paragrapdn a s2pazate linkage
between each next paragraph and the menu paragraph. Typically, authors of
HZLP text create a list of numerical (as opposed to alphabet:-cal) choices.
2ach o which, 1f selected, displays a different nex*t paragraph. An examp.e
of this may be found at the beginning of Section 2.1. Press T to view thxs
example; prass 5 to return to this discussion.)

A paragraph without a next paragraph i1s considered to e at the end of a
branch in that path. Authors of HELP text frxequently find themselves
creating a menu paragraph which is accessed via multiple previous paxagraphs
and branches out to multiple next paragraphs. All previous and next paxa-
graphs to a given paragraprh may be referred to as neighbor paragxraphs. When
this occuxrs 1t is desirable to create linKages from all the neighbor para-
graphs back to the menu paragraph so that the user may access any one of the

other neighbor paragraphs. The structure of the menu paragraph must raflect
the fact that, 1n this case, every next paragraph 15 also a previous parazraph
to the menu paragraph. In Figure 2-3, below, a mod=2l of %the lozical rela-
tionship between a menu and several neighbor paragraphs within z path s
pxesented. (ENTER F to continue with this discussion.)
Smmm——— > PAPR H K-vwecmee——
..... . RN [T]
_V v
. PAR 3 AR C -
(G
- v
PAR A-MENU
B I T
3 oy
e e e e e e e e e e e e e C. (7T
_v_ v v _v__
PAR D PAR = FAR F PAR 3 -
V' tF)->» __2 (F)==> 3 (F)=> 4 (Fry-
rIGU2E 2-3 Logical 2elationshirs 3a2%uwsen Manu Parasrarh (A) and s1ts3
v2rghbor Paraszragns (B-3)




3) Coming

4) Coming

5) Havaing

to Par

7) Having
reTurn
graphs
2,Z,F,

graphs

7,7,3,1

followz

Previous pa
cussion oI
Structuze.

sequence: T,7,7T

W NS S

.The user may *travel *o the top level discussion

ALY rarazrarhs on this level, across the model, are bounded
by =he c¢¢ associated with the tracket. For example, a
T command would arply to all paragraphs on the same level
tound=d ty brackets.

3 (F)=-> .The user may Zfcrward to the next paragraph discussion
(G)..... The user may shkip across other linkages to go directly to
a raragrapyh
F- In the above model., the user may travel through sample path SA, bezinning
) - Tt Par H as Zfcllous:
a: 1) From Pars B ox C the user may go to Par A below. (The user may NOT go
L. drractly Zfrxom B %o C).

2) From Paxs B ox C the user may go to Par H above.

from B or C into Par A the user may go from Par A to any of the
ng pvaxragraphs: D<E<F< or G.
£rom Par A into D,E,F, or G the user may go to Par A above.

entered Par D,E, or F, the user may forward through the rest of

tne Pars on the same horizontal level which follow the one entered.

6) Once in Par G, whethex entered from Par A or F, the user may forward up

AL This 1s done to enable users who have hit the F Key repeated-

ly to end up at the top discussion, rather than come to a dead end branch.

entered paragraprhs D.E.F or G from Par A, the user must be able to

to Pax A ard still be able to access any of the subocrdinate para-
to Par A (pars D,E,F, or G). This has the effect of treatairng Pars
and G as both nex%t paragraphs to Par A, as well as previous para-
to Paxr A The structure of Par A, therefore, will reflect six
ragraphs of Par A (Pars B,C,D,E,F, and G). R more cetailed dis-
cstructure may be found in Section 3.1.3.2 Editing Paragraph
(To get to this discussion enter the following command sequence:
»3:2. T

o return to this discussion enter the following command
T,2,5,).
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8.3.3 WORKING IN HM

Sach of the five major subsections in Section 3 addresses how <2 worX with a
diZferent element 1n Help Mainta2nance. This apprecach z2natlzss wristars o=
Yalp Maintananc=a %o follow a logical sequence as zthzy masie locali nodirf.cat:ions
*o *he text of *tha Help Systenm. The sequence o zthe Z:L:ve Malcr subseciions
closely parallels “he aczual sequence on2 would go throuzh <o modiZy o2z craate
HZILP text In fdelp Maintenance. The order of the minor subsec<ions rezlec¢cts
the order 1n which these avairlable commands are presented as sys<em prompts %o
+he user in Help Maintenance. It 1s presumed that wziters of HILP tex* are
authoivized *to access at least the HM function in the Adm:inistrative Subsysten.
Thus, all detailed procedures begin at the HM command level. The #ive
major subsections are:

1. Working with Paragraphs 4. Working with Manuals

2. Working with Paths 5. Workaing i1n the Glossary

3., Working with the Directory

For further information, enter the number for the approrriate discussion.

8.3.3.1 Worxing with Paragraphs

Proceeding from the general discussion of the nature of paragraphs n section
2.1 above, section 3.1 details the step by step procedures regquized to create
and edit paragraphs in Help Maintenance. These procedures represan* the £irst
logical step in the creation of HELP text in Help Maintenance. <They arsa:

1) Add Paragraph

2) Delete Paragraph

3) E4dit Paragraph -

43 Find Paragrarh o
5) Link Paragraph
(Enter the number corresponding
6) View Paragraph to the informaticn vou desire.?
8.3.3.1.1 Add Paragraph

To add a paragraph in HM, the writer must supply certain infsrmation wh:ic
will uniquely 1dentify the paragraph in the Help Systen. The us2r mus%t also
set two parameters, the default up path and the delete £lag.

The default up path 1s an optional setting that can be used to crea%e a
linkage from the top of a path to a more genaral discussion (1n ancther
path) of some *topic. The same effect can be ac“‘a‘nd by c¢rea*ing a pvatzh
9 pa*thh linkage be designating a response (us ;
strucsure of *he top paragrapn in the path %»
paragr noin anothar rath. In Yersion 1.0 Hza2lp
up pa*th cFtion was no%t used.
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ILSs:

USER:
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z Adding a paragraph to the database does not by i1tself malke
agrarh atcessirle %o users. It 1s still necessary to link 1% %o some
manual. o enable HELP users to access 1i1t.

Znter A P in response to the ILS prompt COMMAND: (A P means add par).
DEFTAULT UP PATH>

Enter any existing path name required to switch to a more general
discussion, or RETURN to bypass this option.

CAN THIS PARAGRAPH BE DELETED (Y/N)} >

Intexr *the appropriate response. NOTE: It is strongly recommended
that all paragraphs be deletable. A non-deletable paragraph may
only be deleted by entering a special passuword not contained in
this manual.

TITLE>

tnter the desired title. Version 1.0 Help Maintenance convention

has incorporated a path abbreviation-title format for paragraphs
which discuss path specific procedures, and title only format fo:x
razxagraphs which discuss procedures applicable to more than one

path. For example, a paragraph which discusses how to add a name

to the routing slip specifically in the Add Routing path would be
t:tlzed AR Add to List. Correspondingly, & paragraph which discussed
how to identify an item (independent of path) would instead be *titled
Identify Item.

COPY EVISTING PARAGRAPH (Y/N) K/

Although the default is set to NO, if the writer of HELP text desires
to copy text from some other paragraph into the new one, a Y value
entered will direct ILS %o prompt “COPY FROM PARAGRAPH §& . The use:r
must then enter the number of the paragraph to be copied. ILlS will
drsylay the txitle of this paragraph for confirmation. If the title
13 correct the user must enter a RETURN, thereupon 1initiating the
transfexr of text across paragraphs. The cursor will reposition at

he top of the text which may now be edited.

ot ¢

ADDING TEXT-WHEN DONE, PRESS £2 TO STORE OR £8 TO EXIT-PRESS RETURN

This messuge wWill appear on the screen whether the writer has copied
tent frxrom another paragraph or not. After pressing a RETURN the
caxagzaph may be edited and the creation process 1s completed. At
the end cf +the editing session, the wraiter must press 2 %o *ransm:it
tne <ext 1n block mode. To terminate an editing session without
transritiing *the changes made, press the £8 key 1ins<tead.

TIDUT SAVED {12 £2 has been entered)
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TEXT NOT UPDATED (1Z £8 has been entarad)
HOTE: If the writer dacides 2 cancel out *his paragrapn bafcre it has been
completely creatad, pressin the ZRIAX Hey or entering an us-arzrow (=) will
a

*

T
destroy any entry made thus £a ILS will asszgn *the s5am2 saragraph numzex
the next *1me a paragraph .5 ad

§.3.3.1.2 Delate Parac=aph

To delete a deletable paragraph from the HILP system the writer, at HM command

level, must entez 'D P'. The Zollowing sequence will zasult:
ILS: PARAGRAPHS >
USER: Zn*er the paragraph numbex for the item to be deleted. You may

abbreviate this step by typing 'D P P#' Zfrom Help Tex*t Marntenance.

TLS: DELETE [PARAGRAPH P# ~ 'Title of the paragraph'! ARZ Y0U SURZ? (Y/N)>
USER: Znter ¥ to confirxm, or N to cancel the command.
ILS: DELETEDI ||

The system confirms that it has dele*ted *he item. The usexr may nou

continue to work at the command level.
8.3.3.1.3 Edit Paragraph

Having added a paragraph into Help Maintenance in section 3 1.1.1 above, the
next logical step requires that wWritexrs of HELP text enter the text into the
paragraph and c¢reate linkages betwa2en paragraphs. The creation process will
require the writexr to edit both text and structure.

Section 3.1.3 details the procedures for editing text and siructure as tuo
two separate discussions. Section 3.1.3.1 discusses 2ditiny varagraph text
and Section 2.1.3.2 discusses editing paragraph struciure.

Enter the number of the discussion you want.
1. Editing text 2. Editing structure

8.3.3.1.3.1 Editing Paragraph Text

To edit a paragraph in Help Maintenance the writer must first call that
paragzraph by 1ts number in Help Maintenance by entexring, e.g., 'E P 41 T' in
response to the ILS Help Maintenance prompt COMMAND:. If the user is not
certain of tha correct paragraph numbker he or she may enzaxr © P and some part
of the title in response to the Help Maintenance promp%t CCMMAMD, and ILS will
display the number and title of all raragrarhs with that word or words included
1n the title. Once the user enters th2 correct paragrarh number *he Zfollowing
sequence will rzsul*.

ILs: (TIZXT 2R (3ITRUCTURE?
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JgIe The wrZ=2r enters a T for text and RETURN. If desired. the wr:itex
®ay ¢omb.ne operations by entering, 'E P 41 T' instead.

ILS EZITING TENT-WHEN DONE PRESS £2 T0 STORE OR £8 TO EXIT-PRESS RETUEN

USER AZftexr rressing return, *he entire text will be displayed (in sequen-
tzal screens :f necessary) and then the first 17 lines will appear.
Tha ¢ursor will be positioned under the f£fixrst character of the first

character o: the £first line of the screen (the home position).

The writer may now begin to enter text. Do not type any characters,
including blank spaces in column 80, (the right most column on the
screan as this will cause an unwanted blank line to appear in *the Help
text. Text may be modified by any one of the following means:

a) Pressing the roll up key to position the cursor at the end of the
tex*t, and then appending more text.

) Insexting cr deleting lines anywhere within the text.

¢) Inserting or deleting characters anywhere within the text by
positioning the cursor appropriately.

NOTZI: To edit text in Help Maintenance the writer must have an HP2645A
4 a2l or one with an equivalent capability I!

Zntezx:

+o continue back Lo the Adding to the Glossary discussion

+ foruward to a discussion of how to edit paragraph structure
to ¢o %“o0 a discussion of the 'FIND' utility for paragraphs

to %tzavel %o the top of this section (3.1.1.3).

(X It Ee ¥
.
[o]

8.3.3.1.3.2 Editing Paragraph Structure

To edit the structure of a paragraph the writer of Help Maintenance must enter,

e.g., 'E P 122 S$' in zesponse to the HM prompt COMMAND:. The system will
display the paragraph number and its title and then list any paths and manuals
into which %the paragraph is curxently linked. Then the following segquence
ocgurs:
LS FATH NUMBEP OR NAME >
Usz? Intexr the desired path name abbreviation or its number as it appears
cn the screen. (To create a ncw path refer to Section 3.2.1 =~
Zink:ing Paragraphs into Paths. To get to this discussion enter the
follouwing command sequence: T,T,T,2,5. To return to this discussaon
entexr the following command sequence: T,T,1,3,2.)
ZLlS PLEAZLAFH = DEFAULT UP PATH = DELETE FLAG =
FATH Pr# RESPONSE NP# ALT. PATH MESSAGEZ/PROMPT
HCTI: The above ILS prompts are defined belouw:
Tarxatrarh T oa stoved blnsch of text

Aasa® aadat P Y PR D VA VAL Uy Sy R UL T VAP AE W Y ik U0 U G iy P O i 4 .




ILS
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PATH

S5a
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- A b i Sate Jene Jhhe Aums 2

e m—————— > PAR 97
/
25
/ v v
PAR 98 PAR 99 Figuxa 3-1. Zllusi.ation
) B 2 of structuze for parzr 100
G) D e e et e e e : in the SX gzath.
v
PAR 100 i<{==-—rmoemr e e e
.................................. (T)
7 v v /
PAR 101 : * PAR 1C2 : : PAR 103 : ]__/
: 1 t=(F)->: 2 t=(F)=->: 3 : ]
PARAGRAPH = 100 DZFAULT UP PATH = DELETE FLAG = ¥

pPP# RESPONSE NP # ALT. PATH MESSAGE/PROM

38 G 97 To The Top

98 1 101 To Par 101

Lk 2 102 To Par 102

28 3 103 To Parxr iC3

a9 G 27 To Tihe Top

nn ! 1o T Faz 10

29 2 102 7o Faxr 172

- s N B s e a e oo

Default Up Path = A path that would be linked hierarchcally above the
curxent path, and into which the c¢urrent path would
extend as the user ftraveled out oI the first
paragraph of the current path.

Delete Flag = A notation 1in the paragrarh structure which signiZfies
+that tie paragraph may or may no%t be deletsa.

P4 and NP# Previous Paragraph # and Next Paragraph #

Alt. Path = Alternate Path which might Zollow the currant paragraph's
path, 1n the event that the next paragraph uWere in a
different path.

Response = The letter or character which the user must type to access
the next paragraph.

Message/Prompt = A brief message written in a paragraph's structure
which reminds the user where each choice will go.

will display the structure of the desired path for the paragravh selected
responsaes and associated previous and next paragraphs will pe displayed.

in Figure 3-1 below i1llustrates the structure of par 100 in path SA.
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SA ca 3 103 To Par 103
SA 181 .

SA 102 {same as %8-99 above)

SA 103

Ncte: Tagh response, NP#, and message must be entered Zfor the structure of cax
300; this abbreviated version 1s only offered as a user aid Zor the discuszc.on.

ENTER:

T To continue this discussion, and receive step by step instructions on how to
edit the stzucture ¢f paragrarhs as shown above

To go to a discussion of the 'FIND' utility for paragraphs

[#)

8.3.3.1.3.3 diting Paragraph Structure (cont.)

When edi1taing *he structure of a paragraph ILS will display it in the format
shown ahdove, and the following sequence of prompts and responses will occur:

ILS: CHANGZI DEFAULT UP PATH OR DELETE FLAG (Y/X) N/

USZR: 'v' to change eirther of these, 'N' orx RETURN to leave them alone and
go on. If you answexred 'Y', then the following will occur.

I1LS: DEFAULT UP PATH = __ 7

USZR: Intexr a new default up path or press RETURN to Keep the existing one.
To delete the existing default up path without entering a new one,
typa '#{' oxr '"*KILL'. Any changes are effective immediately, even 1%

-' (oxr £2) to quit right after changing this data eiement.

you press '

ZLS: CELZTE FLAG = ['Y' oxr '"N']
Tou wmay change 'Y' (yes, paragraph 1s deletable) *o 'N' (no, not
deletakble). If you try to change an 'N' to a 'Y' the system w3zl
ask fox a speciral password. Any changes to the delete flag are also

effect: ve immediately, even 1f you press '=~' (or £2) right aifiex
chargint the £lag.

I DPREIVIOUS PARAS >
USEE ZInter any one of *the following as appropriate:
¢ The number of an existing previous paragraph for which you wish to

change ithe response or other ainformation, or for which you uwish *o
acdd a new response, Or
0o The number of a new previous paragraph in <this path, or

o ¥' - méaning any previous paragraph other than ones specifically
ad, cx

o] .ZLLispace ]PP?' where PP# 1is a previous paragravph you wish <o
ete frecm +his path {(e.g. "*HILL 421'). The system will then ask:
ITIZ XUl ENTRIES WITH PP# = (T/7HY >
34 vt 2 nfirm
v ral responses cocming from one PP# and cnily wish %o
ERd hem, do HNCT kxll the PFP4. 11211 the speciiic zespoen
<= o) n~ oan 2ntry ends the session anid x 54

talla
Z +*he Paragrapnh Idit NModule.




D

.
et

s 8y ¥V VT

At
‘

._ﬂL

!"

ILS: RESPONSE >
JSER: Inta2r any one 0% the follwuing as appropriate:
5 An existing response for the previously rdent:fiad FP% if you wish
to change 1ts next paragraph, alternate path, or message, o
o A new respons2 whizh you wish to add to the pravious paxagrxaph, or
o '#*KILL[space |Re2sponse' where Response 1s an @x1sting response valus
which y2u wish to delece. The system will than ask:
DELETE RESPONSE '_____ ' {(¥/N) >
Enter "Y' to confirm. Killing a response ends the session and
returns you to the top of the Paragraph Edit Module.

ILS: FULL REFERENCE ESTABLISHED
The system now Knows what specific previous paragraph#/response pair
you are editing, and continues with:

NEXT PARA# = /

USER: If you have identified an existing PP#/response pair, the system
shows the next paragraph Help users will branch %o when *hey have
come from that PP% and now enter that response. Type a new NP4 or
press REZITURN to leave it alone. If no numher is displayed, enter
one.

ILs: SWITCH TO ALTERNATE PATH = /

USER Type any new path name you wish the Help users to switch to upon
leaving this paragraph when they have come from *“he indicated PP#
and enter the indicated response. Press RETURN to Keep the existing
alternate path. To delete an existing alternate path without
replacing it with anything, type 'XKILL'.

ILS: PROMPT = /

USER: The prompt appears when the Help user answers 'CMI>' with '?' in the
Help system. It is an explanation of what the above created zesponse
does. Enter a new prompt or press RETURN to Keep an existing one.

ILS: SAVE THESE CHANGES (Y/N) >

USEPR: 'Y{' to confirnm.

ILS: CONTINUE ADDING AT R(esponses), P(PP%), oxr - to ENIT >

USER Continue editing or return to the top of the Paragraph EZdit Module.
Note: If you modify the structure of one paragraph, e.3. to create
a new 'next paragraph' in a particular pa*th, then you may also naed
to modify the structure of that NP, by editing tha PP% to cr=a%te a
new 'Prewvious Par.' in a particular path.

8.3.3.1.4 Faind Paragraph

When worki

ng in Help Maantenance authors may leave paragraphs in a draft

state. A draft state could i1nclude only partial text having been entered, or
no structure having been entered. A paragrazh may not e accassble 1n the

Help System £ 1) 1ts structure has not yet been complece (see Section 2.1.5)
2) 1f *he paragrapi has not yet been linked to a path (see Sszction 3.2.1) or

3) even 1£f 1t has tean . 1f =hat zaswnh ct y2t hezn added %o
the parazraph di1receoorxy 1o~ Addinz o Duorectory. To et %o
Sactien 2. = T antayr T.200 > =t =5 C=27tion
3.2.1 enter T.7.2 Ta Ty g2 %o n 3.3.1 enzacx

e e e




v
.

L o )
.

> L 4
‘l 'h -
At

b
4

+3

,7,3,1. To zretuxrn enter T,T,1,4.)

1
To access such & raragrach 1n Help Maintenance one must employ the FIND (F)
command. Ths FIND command 1s a utility command which searches Help Ma:n*enance
for a taragraprh based upcen characters found in the title of that paragraph.
This command -s partaicularly useful when one does not remembexr the numbexr of {
the desixed paragrarh or 1f one uwishes to know the name or numbexr of all para- !
sxaphs withzn a given path.

To optimizce reztrieval of paragraphs i1in Help Maintenance i1t is essential that
authors of HELP text adhere to a convention in the assignment of paragraph

titles. The following convention has generally been followed in the Versaion
1.0 ILS release, and %t strongly recommended that local ILS sites adopt this
rroceduze.

Convention Notation for Paragraph Titles

© ALl paragrarh titles in Help Maintenance should reflect the central <*opac
of discussion within the paragraph, e.g., Adding Paragraphs ainto Paths.
o All rarasrarhs wWwhich discuss material relevant to only one ILS activity
should have the abkreviated name of that activity (which should also be j
<h2 rath name) rreczde the title of the paragrarh. For example, a dis- '
cussion ¢ thae procedure for completing a ChecKk Out transaction should be
ilabelled 'CO Complete the Transaction'.
o ALl pavragraphs which discuss material relevant to a multitude of ILS
activxities should have only the topic reflected in the title. For example,
a discussion of the procedure for identifying an item should be labelled
Zdentify Item.

case

Having establ:shed these conventions, the power of the FIND command ray be

eénnhanced To execute thiis cqmmand_;he usexr must enter F P in response to +*the

Help Maxrntenance promp%t COMMAND:. The following sequence will result:

Ils: CHARACTER STRING TO FINMD >

USER: Tyre in any characters or words Known to be in the title. They must he
in the exact same order as they would appear in the title. An entry oif
CI Zdentify Item would not retrieve the Identify the Item paragraph

he title entered did not in¢lude the word “the*“. Although
wer case distinctions are ignored. consistency in title fcocrmat
25 desirable when 1t appears as HELP text.

teys may be combined by %typing in the string immediately after

*nvoiiing the FIND command, {(e.g. F P CI Identafy). If one oxr more *ti1tle
matches aze Zcund, the system will display the paragraph number and *:tle of
1l s xetrieved as follous:

- - e e
a.. masc;

D& TITLE
3z CI Identify Item
4 [of Identify Patron
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3.2.3.1.5 inking Paragraphs Togethex

Linking zwo or more paragraprhs in Help Main<tanance ragurras *h
structure e cresated Detween all the paragraris : r3iphs are
within the sane path. the creation of TrucTLr2 1S nliized 1nso
+the author does not have to account fInr a swiz:toing i =he »p
grapns axa both 1n two or more paths (one mizh+t Le Paragranh o
path A and the other could be the £first paragrazn = aithors ou
create, in addition to the usval linkages, an aZdd:i<t ry which no
that a suitch in paths has occurred.
Any given varagraph may be a part of one or nmore ra*hs. as <i1szuss:ons n
those paths may warrant. For example, the paragraph "Identiiy Item" pertains
to many separate ILS functions (e.g. Check In. Checr Zu<, IZI*ea Sta%tus, and
Peserve) and would, *..erefore, be found n the, e.3., CI, Z2. IS. and RV
paths. It nmust be emphasiczed that *the identical praraszraph. i1ncorporated into
a variety of paths, is very likely to hav2 a diffesrent previous paragraph and
next paragraph in each path. Using sample paths SA and I Frzure -2 helouw
tllustrates this point.
PATH SA PATH SA PATH T
PAR B PAR C PAR I
........ Q.‘.“'.. :
PATH SA PATH ZX
PAR A PAR A (mmmm——— .
v __v__ v v v [T]
PATH SA PATH SA PATH SA FATH ZX FLTH ¥
PAT D PAR E PAR F PAR G FAR 4 __~
' 2 3 1 2
Fizure 3-2 Illustration of one paragraph (A) in multiple paths.
Note: It 1s also entirely possible that par A in path EX could branch to
saragraph D,E, or F in path E¥X as well.
The creation of one physical paragraph which - y bhe linked *o several paths
minimizes the overhead associate: with Keepi -+ the text current in all places.

The versatility of one paragraph being linked nto multiple paths reprzesents a
Rey concep: of the Help System.

To effect thase linkages the author must create ap-ropriate siructure in Help
Main+*enance £f£or the affected panragraphs. To create such structure the author
must enter E P par# S 1in response to the Help Maintenance

prompt CCMMAND:.
The systam will respond by displaying the paragraph numbex, paragraph title,
and a l:is%t of all paths for which structura has alra2ady Lzen ensarzd The
auth>r may erther choose from the list of ava:x hs crza N
1n a n2w pa*th. In Figures 3-3 and 2-4 below, o r
par A (medalzd 1n ¥Fi1ig. 3-2) 1s presented n *h
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T+ should be noted <*ha*t wuhereas in the SA path the user cannot go back
caragrarh A Zrox pars 2,Z, and F via the T command, in path IY <the user
instead return o Par A Zrom both Pars G and H. Consequenztly i1n Figura
one will obsexve pars G and H serving as both next and previous paragraphs *o
Pax A It 1s =ssential tha*t authors of Help Text enter i1n thes structure of
paxagrapns G anéd H an entrxy to enable the user to get all thes responsss of
Par A again, once the T command has returned the user to par A. I %this
reciprocal entry 2s not made (see Note in Fig. 3-4), the user will only get *he
text of zar A without the response chocices that were there when the paragraph
was initially ~ccessed Zfrom par I. T2 matrices displayed in Figures 23-3 and
3-4 both follow a common scenario which i1s presented below for the user.
USZP Z P (par A) S
LS PAR A A - TITLE: °°°°°°
PATHS Y .SA 2.EX
PATH NUMEIZIR CR NAME > 1 (see Figure 3-3)
2 (see Figure 3-4)
PATH PPE RESPONSE NP# MESSAKGE/PFEOMPT
SA B 1 D GO TO D
SA 3 2 E GO TC =
SA B3 3 F GO TO F
-, cC 1 D GO TO D
SA c 2 E GO TO E
SaA Cc 3 F GO TO F
Frgure 3-3 Display of Structure for Paragraph A in Path SA.
Zntexr C to continue this discussion.
Inter T %t co *o & discussion of View Paragraph.
PATH PP# RESPONSE NP# MESSAGE/PROMPT
G 1 G GC T0 G
G 2 H GO TO H
H 1 G GO TO G
H 2 H GO TO H
z 1 G GO TO G
z 2 H GO TC H
I e of pars G and H a corresponding entry uwould have to he

Fioure 2-4 D.splay of

L

RESFONSE NP

A

#

entering a T to get to par A.

be:

It would

MESSAGE/PROMPT
TO THE TOP

Structure for Paragraph A in Path EX
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any pravious paragraph. In *this way, the structure oI any paragrazh would shouw
the responses = “hat paragraph cnly once. If s recommendzd that <he “ANIYY
SuULDSTITUT ) whenaver the lines of structure coma2 clsse =o filling ona
scree oz {ooel 17 in2s). The c¢onveniznca of “ANYY can za apprecyi-
atad when zrthar many previous paragrar “with a f2uw zz2szcnses =2ach,
a fau pre raphs wWith many responses 2ach, oxr wihzn =Tharse ara zany

many responses each.

Qveruse of the “ANL f2ature, however, Wwill result in authors los

in5 a sense
of what previous paragraphs relate to the given paragraph, since =ha actual
numbers wi1ll not be shown xn the structure. By creating logic Zlouw diacgrans
unlich chart the progression of an entire path from paragrapn to paragrapn wzxll,

houwever, serve in par* *o offset *his loss.

8.3.3.1.5 viewlng Prragraphs

Occasionally, authcrs in Help Maintenance may want to look at text in a para-
qrazih Wwithout 1nvoking the edit capability of the systen. If +he structure
has 223=zn conplated for that paragraph this may be done in the Hzlp Systam hy
calling up *the path and stepping through 1t until the author gets to the
ies1r=d raragzazn If the structure is not yet completed, ncuever, or 1% the
author would prefer to remain within Help Maintenance (even 1f *there 1s struc-
ture), zthe VIEW comnand may be used to read through the tex:t entered in a
varagra»h. Mote, however. that whether thexe is any structure or not, the
VITW . ~n H2lp Maintenance will limit the author *o seeing only ona
raragraph 1n Help Maintenance. The author may not go to any othexr paragraphs
in Help Maintenanca, as would be possible in the Help Systam (1% structure
lhas bezn complated)

the text of a paragraph in Help Maintenance entex '¥Y P paz T' zin

to the Help Maintenance prompt COMMAND: The system wi1ll alnmost

zly =21s5nlay by scrolling the entire text of the sa2lected paxagraph.

ent:ize paragraph has scrolled onto the screen the texit will reaprear

title and first 17 lines oi text for the auther to =wvi1su. By pressing

up or roll dcun Keys as required, the rest of the taxt may be v:iewed.

To wiew *the structure of a paragraph in Help Maintenance entexr 'V P pars S'
11 response to the ILS-Help Maintenance prompt COMMAND:. The system will
raspond with:

PARA%: [par#] - [Title]
PATHS: . 2. e+

(9

ATH Mumber or Name >
Enter the number £from *the above list, or the name o0Z the desired path.

You may abbreviate this scep by typing 'V P par#% S Pathname' £rom the Help
Maintenance prompt CCHMMAND: . The system will display the exac* same infor-

mation as wonuld be s2en In editing paragraph text cr str.cturas except that
editing 15 not possible in this moade.

3.3.2. 2 woriing Wit Pa%ths
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Tha path 1s %tha2 means by which paragrarhs may be organiczed int
zhat the o cdisrlayved 1n seqguence in the HELP system. wh
cazhs, & Z Helr Maintenance must ke carsful <o remembz
carries 1ts own context of responses. Speciiically, a
which ha or more paths in its structure will have tuwo or
respensa rancss Zox that parargrarp (1.e., the paragraph may
and followed zy enztirxely diffexent paragraphs in different raths:.
The pouwer ané flexibility this affcrds must be paid foxr by an added work lcad
in the creation process 1tself. Authors of HELP text must create each lLinkage
hetween paragraphs and raths and *his process can prove to he tediuos.
Features such as the € (cepy) 1instruction and the ANY instruction help %o
minimize *the *edium The Zfcllcuwing subsections discuss lrow te 1ink paracraphs
n*o paths and how %o link a paragraprh 2n one path to a paragrarh i1n anozthor
path. Toxr Zuxrther nfoxrmation select the number of the appropriate opZaion:
!. Linking Parazrazhs into Paths 2. LinKing Pa*ths to Paths
8§.32.2.2.1 Z-nking Parazraphs 1into Paths
Linking paragraphs in%o paths, in effect, organizes raragrarhs into an ordsred
array ci prewvious and nex%t paragraphs. each of which may also branch %o other
paragraphs. To link varagraphs into paths, the author of HELP text must Zollow
These steps:
1. E€i* *he s*tructure of the f£irst paragraph:

In respronse o %the Help Mainterance prompt CCMMAND:

the au*thor must enter E P par# S.

ILS will then prompt for PATH NUMBER OR NAME>

Tha usaer must ente~ two letters (e.g. CO for CHECK OUT). This will desxgn

~hat pathrnare 1in the heading of *he pazagraph's structure. ILS will

this by rronmpting e.g. LINK TO NEW PATH CO {(Ys/H). Should the author

an abbrzviation which has already beén used as another pathname Zcr

, IL5 w2ll display the structure cf that path instead. L5 wall
Az samz pathname be used foxr two paths n the same varagzraph.

ILS wi1ll then prompt for PREVIOUS PARAGRAPH #:

Pemembder <*hat with the T command, next paragraprhs with a T command 1n *the:ir
s*ruc<Ture nust also be *reated as previous paragraphs in the parxagraph they
“<epY LnzTo, s£o that the user may again reach any of the below paragrarphs
after naving ovnted for the top paragraph. ANY may be used as a previous
paxagcrarh number, in the tor paragraph's structure, to eliminate the *tedium
¢ <yring -n all of the responses for all previous paragraphs.

b rt £ r RESTONSE:

Th ter & va..2 ¢ enable users to get to the next paragraph.
F¢ sonse of T will take users to a top discussion, a F will
Zo nzc another aspect of the overall discusszon, a G will ge<x
<h ussion of an entirely diffcrent Zunction.

T b o e cdisplavsd o
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I.S will *%hen prompt for SWITCH TO ALTERNATE PATH:
This ins*tzuction 15 used *to linK paths to paths. For fur+ther -nifornation
szass T %o TTRUARD to the next discussion.

IS Wwill *han prompt for MESSAGE/PROMPT:
This 25 a zaquirad field, which may b2 used %o »prompt us
randa. e.3.. (Floruazxd %to step by stap, (T)o the = [

3.3.3.2.2 Linking Paths to Paths

cussion %o another. In *the structure of the tuwo paragrapnhs, cne being <he last
caragraph of the old path and the other being the first paragraph of the new
nath, en intexrface 1s constructed in the Alternate Path column wnhich directs
the flow of the discussion out of one context and into anothexr. For example,
in the discussion of the Circulation Subsystem, the user i3 tzaveling in %he
CS pa*th. A* the :nterface paragraph, CS Options. each of the next parxagraph
responses are in different paths, e.g., CO for CHECK OUT, CI £or CHECH IN. In
“he CS Options paragraph structure there 1s an Altarnate Path en%try Zor every
next paragraph. In the first paragraph of, e.g., CHECK OUT there 15 an Altez-
nate Path entry only for the T response which would take the user ou*tside of
the CO path and back into the CS path.

Ltinking different paths together results in the user being taken Zrom one dis-
el

To link two paths together we must assume that the individual paragraphs have
alresady been created (see Adding Paragraphs), and linXed into their respective
paths (see Linking Paragraphs into Paths, above).

To link two paths together the author must £first edit the structure of the
£irst paragraph. In response to the HM prompt COMMAND: the author must enter
E P par# S. When the structure is displayed, the author must enter a response
value and a next paragraph number for that response. If “he author entars a
rasponse which has already been entered, ILS will display the n=2xt paragrarph
also already entered as a default entry. The authoxr may continue to press
RTITUAN un*il the prompt SWITCH TO ALTERNATE PATH appears.

- This f=2atuzre enables authors to bridge from a paragraprh in one prath %o another
] paragraph 1n another path. It is possible to have one response lead the user to
a paragraph in a NEW path, while the other responses for that paragraph may
lead to other paragraphs xn the SAME path.

l“a The author must enter the two letter path abbreviation for the new path.

. This instruction will mean that ILS will display. in HELP, the next paragraph
entered WITHIN THE CONTEXT COF THE NEW PATHNAME. HELP usexs will be able *o
continue IM THE NEW PATH for the rest of that path's structure.

Y gt e

Authors must Keep in mind what the impact to the ,..eral Zlow of discussion

‘ . w1ll be as a result of one path linking into anothexr path. It may be necessary
@ at some point to link back to the original path or to go on to link *to a *hirxd
path. In either case,the procedure would be the same as the one 3just outlined.

T

8.3.3.3 WJorking with the Directory

The Directory s+tores the following 1information Zor 2azh path 11 <he HIL? system:
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) rame o%f *the path
o ynonym by Whirch *tha*t path may also be rnown
o ne¢r ¢r nct the ratth 1s caletadrle
o er the path sexrves as an alternate entry point fcr
er already establ:ished path
c Tarz.ng paragrarh of the pa+*th
<] vicus raragrarh of the path
o deiinitaion of the topic of the path
This section is divided 1nto five subsections, each of which details how %o
periorm a different function in the Directory. For further :nformation, select
by numbter *the desired discussion below:
1 Add %o the Tirectcry 3 Edit the Directory . V.ew *he Directcry
2 Celete Zrem the ITizectory Y Find en%tries in the Directory
8.3.3.3.1 2éd zo *he Directory
To add a new path to the Directory, in response to the HM prompt COMMAND,
rnter the rns*tructien A D. ILS will then prompt the author for:
NEW PATH NANME >
Type “ha new path to bhe entered into the directory. The term must be all
uppa2xr case, 10 characters or less 1in length, and i1nclude no spaces. The
Z.rst chaxzacter must be alphabetic (A-2).
You may abbreviate this step by typing 'A D Pathname' £rom the HM prompt
CONMAND
SYNCNTYM FCZ PATH >
ILZ +hi1is path 15 a synonym for an existing path, type *the name of the
existInr rathii 1% not press RETUPRN. NOTE: If you do enter a path name, no
oTther iniorm on 1s required. ILS wi1ill insert the new pathname 1in the
Directory. 1t as a synonym for the existing path named here, and
rezurn T “he CIMMAND level of Help Maintenance.
I8 FATH CZZLITA3LE (YsN) >
‘T’ allcws authors to subsequently delete this path from the Directory.
'N' protac4ts the path from deletion unless a special password 1s entered.
ALTIZENATE INTEY FOR PARTH >
If +*his new path 1s to be an alternate entry point for an existing path,
en*ter *the name c¢f the existing path here; if not press RETURN.

STARRATING PARLE o
Enter =.= number of the £first paragraph to be displayed whenever the HELP
usa T 3 Z:r HELP f£or this path activity.
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1s an entirely new path, which 15 %o bhe
having o go through cthexr paragraphs =
asragh number.
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T£f this path 1s an alternate entry point £for an exis*ting pa<h, enser the
number o2f *the previous paragraph which precedes the »naragravzh which beg:ins
the alternate en*ry. For example:
Assume *hat OLD 1s an exxs*ting nath and NEW s *¢ e an altezrnative
en%try point for OLD. Assume also that NEW path wi1ll beain a*t paras#
108, and that in 2LD path, razra# %9 i1s the previous pazagraph o
vpara# 100. The author would have to maKe paza# 25 <ha :zxavious
vraragraph to para#® 100, the starting paragraph = NZIW 5ath, s$0 that
no change to the structure of para# 100 would have to te made.
25 CHARACTER DEFINITION >
Enter a shoxt description which details what *he path is about, e.g.,
for CHECK IN - erase item loan to patron.
SAVE THIS ENTRY (Y/N) >
'Y{' Reeps the entry in the Directory and sends the author <o HM COMMAND.
The new path name is now in the directory and may be used by Help users.
If this 1s a new path name (not a synonym cr an alteznative entry point
for an existing path) and if not already done, authors of Help Maintenance
must now create the structure which links paragraphs into the path (see
Section 3.2.1, Linking Paragraphs into Paths. To get to this discussicn
enter the following command sequence: T,T7,2,1. To return to this discus-
sion entexr the following command sequence: T,T,3,1.)
'N' erases the entry entirely and sends the author to HM COMMAND. No
record of this entxy will be maintained anywhexe in ILS.
NOTE: Reference to the Directory is understood to mean the display of path
data. Users should Keep in mind the distinction between the path and manual
directory (i.e., a directory of manual titles and starting paxragraphs)
3.3.2.3.2 Delete fzom the Directory -
" To delete a path from the Directory, in rasponse to the HM promp% COMMAND,
- enter the instruction D D. ILS will respond wirth PATHnane >
L'_'
L; Znter the name of the path to ke deleted fzom the Direciory.
You may abbreviate this step by typing 'D D Pathnanme' directly instead.
= ILS will reply: DELETE PATH (Pathname] FROM THE DIRECTCRY

.f' ARE YOU SURE (i/N) >

ILS verifies that this is the path to be deleted. Type Y to confirm or X to
erase the entire transaction. In either case ILS rever*ts to HM COMMAND.

DELETEDI ||
The system confirms that 1t has deleted *he item. NOTE: A non-deletable
path may only be deleted via a special passwozd.
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Editing the Directory :n Help Maintenance follows the same general sequence
0of events as Adding *to the Directory. To begin the editing process, enzer
E D 1n response to the ILS prompt CCMMAND. ILS will reply wrth:

PATHname >
Tyre the name of the path you wish to edit.

You may abbreviate this step by typing 'E D Pathname' directly Zzom
the HM precmpt COMMAND.

EDITING PATH = [Pathname]
LS uill verrZfy the path which is to be edited.
SYNONYM FCOR PATH = 7/
To make Thisz t a synonym for some other path, e: “er the name of that

! ern
path here; to delete any synonyms which already exist for this path,
<h

v

entexr *KILL; o

If you create a synonym, no other information 1s required. The system

will update the directory and xeturn you to the HM prompt COMMAND.
DELETE FLAG = _ 7/

Y allows the path to be deleted.

X protecis the path f£rom being deleted unless a special password is used.
RETURN l2aves the existing value of the £flag unchanged.
ALTERNATE ENTRY FOR PATR = ___ 7

To mare +*thils term an alternative entry point for a path, add the alternate
path's name or replace the existing alternate path name. ’

-

To dalete an existing alternate path entry type '"XK'.

REZTURN leaves the existing situation unchanged.

STARTING PARA® = s
Inter a new starting paragraph number or RETURN to leave the existing one
unchanged

PREVIQUS PARA% = 7/
Enter a new previous paragraph number or RETURN to leave the existing one
unchanged.

N2TEZ: Be sure *hat this is a valid previous paragraph number under this
path name (or the alternate path name if this is an alternate entry point)
zn *he 'sitarting' paragraph's structure.

of this path 2n the directory or press NEITURN %o
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ILS will now display the complete record for this path n *he directory
and raeply:

SAVE THIS ENTRY (Y/N) >
Y o confirm and return to the HM prompt COMMAND.
N <o erase the entire transaction 2and return to the HM prompt COMMAND.

8.3.3.3.% Find Entries in the Directory

To find a path in the Directory, enter F D in response to the ILS prompt
COMMAND. ILS will then reply:

CHARACTER STRING TO FIND >
Type in any string of letters (upper or lower case) which would appear in
the pathname. You may abbreviate this step by entering F D Stxring directly
from the HM prompt COMMAND.

ILS will respond by displaying the £following information:

path name

the term for uwhich this term is a synonym (if there is one)
delete flag

alternate path (if there is one)

previous paragraph number

starting pazxagraph numberx

path definition

0O 0 0 00 0O

8.3.3.3.5 View the Directory

To view a DIRECTORY entzry, enter V D in response to the HM pzompt COMMAND.
ILS will reply:

VIEW DIRECTORY FRCM >

Enter any pathname or character string. The system will display the
first five directory entries alphabetically foilowing the name or string
entered. You may abbreviate this step by entering Vv D (PATHNAME) directly

from the HM prompt COMMAND. ILS will then display:

pathname
path for which this terxm 1s a synonym (if any)
delete flag
alternate path (if any)
previous paragraph number
starting paragraph number
o) path definition
Press return for an example of how the table actually appears:

0O 0O 00 0O

- PATH SYN FOR DEL ALT. PATH PP% SP4 DEFINITION

N co b4 0 40 CHEZHW QUT AN ITEM

r. CcI Y 0 29 CHZZH IN PRETURNED ITEM
¥ - 225 -
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8.3.3.4 Wozrking wi*th Manuals

Manuals axe hazxd copy print outs of the on-line HELP system. They may be

usad as oxien=<ation mat2rials for staff prior to their “hands on' experience

with the sys=tem. Just as parxagraphs are linked together to form paths., manuals
must operate wxrthin thexir own path structure. That 1s, a manual pa*th must be
reated Zfor all paragraphs constituting the manual. If a paragraph in the CO

path were placed 1n a CHICKR OUT manual, that paragraph would have %o have a

second path to link the sequence of output when the manual was being pranted.

If a paragraph were in several paths, e.g., the item identification paragraphs
are a rart o CHEICKH OUT, CHECK IN, RESERVE, and others, and subsequently, uere
a manual for CHICK OUT, CHECK IN, and RESERVE to be produced, one would have to
add to the struciture of that paragraph three new paths, one for each manual.

Manuals are identified by number in the manual directory. Manual paths are
cr2ated Zrom <the nunmber o¢f the manual itself. For example, 1f a CHECH IN manual
weze listed in the manual directory as manual #1, all paragraphs in the manual
would have ftu have thexrr structure amended to include the M1 path. For more
infermation ¢n how to chain paragraphs into manuals see section 3.4.2 Chaining
Paragraphs into Manuals.

The follouwing eight subsections each address a different function associated
with the crzation of manuals. They are:

Add Manuals

Chain Paragraphs into Manuals
Chain Manuals 2nto Manuals
Delete Manuals

Edit Manuals
Find Manuals
Produce Manuals in Hard Copy
View Manuals

£ WY -
o ~J o

Toxr more information, select the number associated with each discussion.

3.3.3.8.1 A

[o%

d Manuals

To add a manual into the ILS system, it is £first necessary to create a record
of <hat manual in the manuu.l directory. NOTE: The manual dir.ctory and the path
Jirectory are tuo entirely different entities. To clarify which directory .s
being referenced, “*the Directory"“ (initial cap) shall represent display of

all path <ata. and '“the manual directory' (lower case) shall represent the
display of all manual data.

7o add a manual
s5Tx

enter *hs n

*o the manual directory, in response to the HM prompt COMMAND,
ction A M. ILS will respond with:

MANUALS >
Irntey *he number of the manual which you wish to add. The number must be
¢ the Zcrzm '"ME&' uhere '#' 1s an integer numbexr, e.g., 'Moa',
abrraviate this step Py typing A M M%' directly from the HM
N MAND
TITLI i oas 23 cnarys mar) o= /
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Switch to upper/lower case if desired, then enter the +titl2 of %the neuw

manual.

DEFINITICN (25 chaxzs mar) = 7/
Enter a brief definition. This definition will NOT bLa printad when the
manual is printad out. It is only used in the dicsplay of the manual
drrectory.

STARTING PA2AF = /
Znter the number of the paragraph which you wish to be the £i1rs% one zn

the printed manual.

You may tyre a manual number (e g. 'M5') instead of a paracrxarh number.
That will cause the entire manual you have refarenced <o ba prainted out
as the first chapter in the new manual. For more information on <*his,
sea, Sec*ion 3.4.3 Chaining Manuals to Manuals. To ge*t to this discussion
enter the £ollowing command sequence: F,F. To return to this discussion
entar the following command sequence: T, 1.

HESE CHAMNGES (Y/N) Y

RETURN or a Y will confirm that this is to be saved.
will erase the entire transaction from the system.

8.3.3.4.1.1 Chain Paragraprhs into Manuals

Chaining paragraphs into manuals closely parallels linking paragraphs into
paths. The term chaining is used to refer to the process of ordering paragraphg
for the purpose o0f producing hard copy. Whereas linking paragraphs allous one
to branch out responses into different directions, chaining restzicts the
organization to a sequential ordexr of paragraphs which follow each other

when they are printed out.

I+t is recommended that authors first add a manual 15 the manual dirsctoxy
before attempting to create linkages. This will assure that the manual can

be printed out to verify *that the paragraphs were chained correctly (see
Saction 3.4.1 Adding tlanuals above. To get to this zesponse en%*er tha follou-
ing command sequence:T,1. To return to this discussion entexr the following
command sequence: F.)

Since the chaining process requires the structure of each paragzraph in the
manual path to be edited, the author must begin the chaining process by
editing +he structure of the £first paragraph in the manual. NOTE: 1t is most
commonly the case that an entire HELP system path may Le transZormed into a
manual; however, manual paths afford the author the same =Zlexibilities as do
other pacragraph paths, insofar as any paragraph may start a manual whether or
not it s*tarts a path in HELP.

In response to the HM -prompt COMMAND, enter the instruction E P. ILS will
reply:

PARAGRAPHE# >
Enter the number of the paragraph which you wish %o L:ink in%ts %the manual.

EDIT T(ext) or 3(tructure) >
Znter S £or structure.

I

Zou may abbreviate tha above stzss by %ypiny in
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T P paxr* S directly from the ILS prompt COMMAND. ILS will display the
paragrarh number,1ts title, and then list all paths in which the paragraph
currensly pariiclpates.

PATH Number oxr XName >
Enter the name of the manual path that you wish to create. The name of <he
manual path nust equal the manual number. For example, Manual #23 CHICH IN
must be cresated in the M23 path. Manual numbers must be positive integers
nliy.

LINK 0 NKEW PATH '"M#' (Y/N) >

.zms that you wish to linK this paragraph to the manual referenced.
W ready to begin chaining the paragraph into the manual.
turn you *to Path Number or Name >

AL M®)
OUS PILRAE = 7/
Entar the number of the paragraph which precedes this paragraph.
If this w2ll ke the first paragraph in the manual, enter 0 (zero). Also,
£ this paragraph follows a manual, enter 0 as the previous paragrarph.
NEW P (V7R = /
auses the printer to start at the top of a new page when it prints
s raragraph. N means that the paragraph will prant out on the page
rediately after the paragrarh before 1t.
NIW CHAFTZIZ (Y/N) = /
T causes the title of this paragraph to appear as a chaptexr heading in
<he taile o contents and the %text of the manual.
NEW SECTICN (7/XN) = /
T causes the title of this paragraph to appear as a section heading in
the table of contents and the text of the manual. If NEW CHAPTER is set
<o Y then ILS automatically sets this response to N and the NEW SECTION
rrerrt will not appear.
NEW SUBRSZCTTICON (T/7N) = /
Y causes the title of this paragraph to appear as a subsection heading
in the tabtle of contents and the text of the manual. If NEW CHAPTZIR or
NEW SECTICN 1s Y *then NEW SUBSECTION is automatically set to N and the
rromrs w211l not appear.
NEVT PARAS = s/
Inter the number of the paragraph which you wish to follow this one in the
rrint sequence. If this 1s the last paxagraph press RETURN.
You may cause an entire manual to be printed next instead of anothex
rarasraph by typing a manual number in the form 'M#&' instead of a
rarazzafph number. Foe more information see section 3.4.3.1.Chaininc
Paragzarphs and Manuals intc Manuals.
SAVE
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in %the previous parajrarn’'s stzructure, and as a previous D»arayraph in
+he next paragraph's sTructture. To print the manual, vou MUST also add
into *he manwual directnyy all <he relevant manual iniornmation ’'sea
Secztion 3.4.°, Add Manualys To 32t to this discussion entexr the Zollowing
comand segquence:T.!. %o re urn <o this discussion enter %the s lowing
¢command sequsnce T .)

8.3.3.%.1.2 Chain Manuals %o Manuals

Manuals may be chained to each other in much the same way that paragraphs
may be chained to construct manuals. When two or more manuals axe chaxned
together to form a third manual, the two component manuals azra refaxze

to as minl manuals and the third manual 1s referred fto as a major manual.

Mini manuals must 2ach be identified in the manual directozy befora an
= entry can be made £for the major manual. Typically., a major manual may be

0l compcsed of a set of functions or routines, such as CIRCULATION or GEINZIRAL
- FUNCTIONS. Correspondingly, mini manuals will most typically consist of one
function each, e.g., CHECK IN, CHECK OUT, ITEM STATUS. In this way, a mini

X manual may be updated within a major manual, while still Keeping the rest of

.. the major manual intact. Mini manuals may be printed out individually, or they
may be printed out as a part of the overall major manual, depending upon which
format is more desirable at the time.

To chain two or more manuals together, the author must first enter the manual
directory by entering, in response to the HM prompt COMMAND, the instruction:

A M. This instruction, ADD MANUAL, is used because you are in effect adding the
major manual to the directory after you have added all the mini manuals
individually. Since the instructions are almost rdentical between adding
manuals and chaining manuals together the reader is referred to Section 3.4.1
Add Manuals (To get to this discussion enter the following command seguence:
T,1. To return to this discussion enter the following coimmand sequence: F,F.)

NOTE: The only differance between chaining manuals and adding a manual in the
manual directory, 1s that when you are chaining manuals, *the starting
paragraph w2ll be a3 manual # in the form M% where #% 1s a positive inte-
ger. If there are multiple mini manuals 1i1nvolwed, ALL MINI MANUALS MUST
be entered in sequence, as they would print out, in the manual directory.
A chain of, e.g., four mini manuals bexng chained into a majscr manual
MUST have all four mini manuals entered in sequence in the next paragraph
column of the manual directory.

8.3.3.4.1.3 Chain Paragraphs and Manuals into Manuals

Sometimes, it may be necessary to chain together bits and pieces of paths into
a manual. Although 1t is highly recommended that mini manuals be created and
chained together wherever possible, in those situations where this cannot be

8 done easily, the author may have to mix paragraphs and manuals ints “he chain.
A When this occurs the author must enter in the next paragrarh column of *he ‘
- manual directory, the manual numbers for every manual until a pazragrarnh number

comes next an the chaan.

*! : EZAMPLE: Major manual, M10, composed of M2, M3, par4$ and M5, is %o be chained.
d

¢
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In the irector M2, M3, and M6 would have to be fixrs<
duallv A M on .ction {(sze section 3.4.1 Adding Manual
for majyocr manual MU0 ..¢ be made via the A M instruction. uWhe
for the staz .7 rararsrarnh of M10 the author would entexr M2 M3
direc=ozry z structure of par 45, 1in the M10 path, enter =
rrevicus £ar h and M6 as the nex<t paragraph. The next par ¢
“he rmanuai 3 ory must end with a par number so that ILS can
instrucIicn =~he structure of par H5.

L' 8.3.3.4.2 Telete Manuals

P To delete a manual Zrom the manual directory, enter D M 1n response *o +the H™

E prompt COMMAND:. ILS will reply with

. MANUALE >

p . N

M Zn%ter the manual number for the 1tem to be deleted.

Tou may abbresviate this step by typing D M M% directly Zfrom COMMAKD prompt.

DELETE EINTRY FOR MANUAL M# - [Title of the manual]

ARE YCUY SURE (Y¥/N) >
svstem Z.rst repeats what you have asked it to do, displaying sonmne

‘ inZormation to enable you to be sure that you are deleting what vou want

b -
to delate.

- .

- Tyre Y <o confirm; type N *to erase the entire transaction.

TEIZTEZZI L

- The sys<tem confirms that 1t has deleted the itlem.

o No<ts= ZZ ar i1tem ycu are attemptaing to delete has been previously defined
as non-Zelatable, “he system will not delete 1t fizthout a srecial
rasswizd. CTonsult ILS sygtepm administrator for further :nformazion.

. g.3.3.4 3 zdxt Manuals

-

., To ed1t a manual %*ype E M in response to the HM prompt COMMAND.ZILS will rzply:

MANUALE >
In*er *he number of the manual which you wish to edit. The nurber must be

- o the Zorm 'M#' where '#' 15 an integer number, e.g., 'MSGO'.

. )

L You may abbreviate this step by tyraing E M M# directly from the HM rrompt
P
L Y XA R 2

TITLE ¢1 £ rs max) = /

" Switc r/lcuer case 1% desixred, then re<vpe the “1tle 2% wou wosh

S o recl c.4 cre Ctherw2se press RETUEN

.

. 2L coimrys taw) o= /

|-~ ST £ Lo otIoyorn. wisho Yo Tul Yol
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b out T+ 15 only foxr use -n Help Maintenance.
- .
= STARTING PARAY = ’
a fanter th= nunbexr oz any paragraph which you wish to te 4he -5+ cne z1n
- “he rrintad manual, or prass RETUAZN %o accapt the 2xisting s-arting
sarazraph
L.
- You Mmay Type a manual number, 2.g9., 'M&') instz2ad oI a pazagrTaph nunher
. That w21l cause *he entire manual you have razfarancad =Zo 22 2rin+tzd ou*
.- as the Zf1rst chapter iIn *the new manual. If you Type a manual nhumbexr., or
- accept one which already exists, the system will respond with
IMCLUDE MANUAL M# (Y/N) 17
. 'Y' or RETURN to confirnm.
b’ .
L The system will promnt again for another
STARTING PARAR = /
Yeu may enter another manual number, a paragraph numder, or
RETURN.
Another manual numbexr wi1ll cause that manual to be included as
Chapter 2, and so on until you type or accept a parazrarh number
or RETURN (see also Section 3.4.3.1, Chain Paragrapnrs and
Manuals into Maiuals. To get %o this discussion entar *he
fo0llowing command sequence: 7,3,1. To return *to *this discussion
enter the following command sequence: F,F.)
If you type RETURN, the system will prompt with:
- END OF MANUAL M#% (¥Y/N) 1/
= 'Y' or RETURN to confirm.
b
S .
SAVE THESE CHANGES (Y/N} Y/
Y or RETUAZN confirms and xzeturns %o the top of YHel» Marntenanza
o N erasas the entire transaction.
3.3.3.4.4% Find Manuals
To find a manual in the manual directory enter ¥ M in zesponse %o th:e ~rom=*+
COMMAND. ILS will reply:
CHARACTER STRING TO FIND >
Type 1n any character string you wish *o search for. The s*ring must be
the exact same order as 1t would appear in *he manual %1%tle. To minimiz
m1issing a correct entry, ILS convention does not alilow the usa of stars,
. hyphens, or extra spaces in *the formulation of the t:itle In *his way,
authors stand the best chance of retrieving wha% they are lookzinc for.
Upper/lower case distinctions are ignored. TEST w:ill rezrisve TEST, Test,
and test egually well.
You may abbrevia*e the above s%tens hy “yping T M swring dira2ctly in
response *to *the HM prompt CIOMMAND
- 233 -
POV P SN TR SR T T T TR PR O L SRy oy (! ——




&

+3

IS 4

(=33

'3

(RG]
(&)

}e

1t
(1]

i

B ow

UL e

o

w

(%]

(10T

w3

b

2.4.8
roduc
ral 1
ins=
ind t
snse

Znter P

Wwhich nav
£ the mna
update pa
manuals w
text MUST
changss =
if ycu en
Choose G
it oout.

O

S by
1N e]

[ RN 3

[XCE
t

Y

(3

[ o} th

o3

t

sose GP
nce the
YyOu WA
1 WanT
ilect %
rresron
viga nu
= las:
S will
2 cucs
020600

licrlaying:

aragraph number

crma* ¢f =his *table woulid appear as follous:

DEFINITION STARRTING P#
LATION SUBSYSTEM ALL CS FUNCTIONS M22Z M4 M5 M16 M36
LCAN ITEM TO PATRON 3¢

L

Prxo

& a manu

uce Manuals in Hard Copy

ard copy, the writer of Help Maintenance may combine
proceed one by one with each instruction zndividually.
e explained individually, although the zeadszr nust leep
se options could be entered all at once, dirxecily 1n

)4

ot 3
20
ct

b N

<

ot
C @
ot

t COMMAND.

ot
o

zrinting out a manual. ILS will list for you all manuals

2n enterzd in the manual directory. You must thea enter the number
u want to print out or generate internally. (NOTEZ: any time you
5 in the HELP system, it will be necessary to regencerate all

e that paragraph. A manual which has had editing done to its
2
a

nerated:; otheruwise you will get output which will not have the
t you made since the last time the manual wuas generated.)
M# ILS will prompt for Generate, Print, or Generate and Print.

3

1% you wish to generate a new versaion of the manual without prxinting

not been edited since the last time it was

has
to praint 2t out now.

+
<

% the mrnual has not been generated before, or 1f 2t has been edited
last Time 1T was generated.

nt *the manual printed out, you will then have to spec:fy the davice
used. ZTacnh ILS site will have to set the devicz number(s’ al t

locally to
ne in-house configuration. The writer will have to enter an integer
ding *to the device desired. (If there 1s only one in-house printer the
-

chould be 1.3

t speci1ify 1s the number of copies you wish printed ocut.
tinue to print out manuals untail all c
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5>  manual numler

o difiinztien

5 staxting paragraph number

You may abhreviate this step by typing V M string directly Z£zom =he
AM prompit COMMAND.

J
(3]
i
Y]
(0]
(3}

eturn *to wiew a sample of the actual display:

TITLE M% DEFINITION STARTING P#%
MAILZUT M3 THE MAILOUT FUNCTICKN 4
MIZISSAGE M6 MESSAGE FUNCTION 49
NEWL? CATALOGED ITEIM Mi8 NEWLY CATALOGED ITEM 120
3.3.3.5 Working in the Glossary
AVAILABLE INFORMATION

1. Adding to the Glossary

2. Deleting £fxrom the Glossary

3. Editing the Glossary

4. Finding words in the Glossary

5. Viewing the Glossary

6. Printing out the Glossary
3.3.3.3.1 Add to the Glossary

To ADD to the glossary, enter the instruction A G in zesponse Lo “he KM !
prompt COMMAND. ILS will reply: ENTER TERM TO BE ADDED >. EInter the full

word to be added to the glossary. ILS will next prompt: DO YOU WANT TO ADD

'word' TO THE GLOSSARY? Y/ Y or a RETURN lets you continue. N will cause

“he last prompt to reappear.

NOTE: You may combine the ahove twuo steps into one by entering A G UWord.

A
PRISS RITU2NM DEFINITION CF ‘'word':
A= <his point bahinra exactly as 1% wou wuare craiztin: T2xY 1n a
TARLAGIADD bt definision a3 1 you wera LyYnInT on A Tyfewritear.
- AT
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on how *o edit paragraphs refer %o Sect.on 3.1.3.1,
nue +thrs discussion on-line. To get to sectzon 3.° .2,
& seguence:T,T,1,3. To return to =<his discuss:ior
seguance: T,7,5,1.
ftex 1@ cdefinition, press £2 to transmit text :n block mode, ¢
£8 %o clecse the file without i1implementing any revisions to the text. L3 w-.l
return the writexr to the HM prompt COMMAND.

8.3.3.5.2 Celete CGlossary

To PELZITE a texrm £from the glossary enter the instruction D 5

(or combine s*eps
by ertezraing D G Woxd) in response to the HM prompt COMMAND. ILS

will reply:

INTZIR TIRM 7O B3I DJELETED > Enter either the fyll word or a %*runcaition o=
the word to be deleted. ILS5 will xeply either:

ZARCHING FOR 'woxd'... FOUND 'word'
Z YOU SURZ YOU WANT 70O DELETE TEPRM 'word'? N/

RCHING FT02 'woxd'... NO MATCH TO 'uord’
smnediately reprompt for ENTER TERM TO BE DELETED >

Assuming tha*t one or more terms matches the query, each of *them will be dis~-
played by number. Enter the numbexr of the term to be deleted. ILS will reply:

’l

T YOU SURI YOU WANT TCO DELETE TERM 'word'? Nrs.
will cancel the %transaction. Y will delete the term.

Zoxe

£.3.3.3.3 Edit Glossary

glossary *he writer of Help Maintenance must entexr the
foxr to ccmbine steps E G T or E G D) in response %o the
i2. ILS wi1ll ask you to specify (T)erm or (DleZiniticn.
p Maintenance may edat either the term, e.g., chahge plurals

)
add a scope note to the terms, or the definition ofi the term.

pnd
(&)

[ B taink W]
i

ILS will respond ENTER THE TERM TO BE EDITED. After the user enters the woxrd
or a %runcaton of the word ILS will reply:

ING FCR 'wozd'...FCUND 'word'’
TJERM OR (DJLFINITION

[ &5 I %3
L1t
i oas

PCH
T (

Zf£ the writer enters T, ILS will xeply: CHANGE 'word' TO: ‘'new word'.

and the wrzter may make any changes to 1t 1in exactly the same way as any other
wezrd 1n the HILP systen would be edited. After entering the new word, LS
re#p.iec: 'rew word' CRIATEL., 'worxrd' DELETED.

p Zeply= PRESS RETURN TO EDIT T

2 di1splay the exls*lng definiz

as Maxntenance. This enables =

e othexr HILP sy>tuw paracraphs

PP PR SR U P i PO Uy Y S s bhal obosct ol .
P S a-—m a




At any point prior to *the actual editing of erther the word or its def:ini%t:ion,
the wri*er may cancel the editing transaction by antaring -~ p arzou (=) n

response to any of the prompts. Once inside the def:nition raragraph, houever,
the wr:rtaxr may press Zunction Key 3 to leave unchanged, oxr Z2 <=5 undazz ~he

taxt {(assuming that an H? 2545%A tarminal s eing used..

8.3.3.5.4 find Glossary

To FIND a Lerm in the glossary, enter F G in responsa to “he HM prcmpt COMMAND:
ILS will zesvond: ENTER TERM TO BE FOUND >. After entering +the des:red word., or
truncation., ILS will reply:

SEARCHING FOR 'word'... FOUND 'word'
VIEW DEFINITION OF 'woxd'? Y/

Y will cause the word and its definition to appear on the screen. ILS will ke
ready to accept the next word to be found. If the writer wishes instead %o
2xit £rom the glossary, entering an up arrow (-) will cause ILS to revert
back to the HM COMMAND level.

If a truncation is entered, ILS will display all words in the glossaxy which
match the letters entered and tell the writer how many matches wesxre found. The
writer may select the word by its number or enter a new word ins%tead. The below
example 1llustrates the scenario.

ENTER TERM TO BE FOUND > t

SEARCHING FOR 'T'... 5 MATCHES:
1. TAG 3. TERMINAL 5. TRUNCATION
2. TAPES 4. TENT

ENTEZR 1-5, CR ANOTHER TERM:

8.3.3.5.5 VYiew Glossary

NOTE: Although VIEW GLOSSARY and FIND GLOSSARY are quite similar, *there is one
distinction between them. FIND GLOSSARY will tell you that the term vou are
looking for is indeed in the glossary. At that point you have %the o»tion of
viewing the definition, if you care to read it. VIEW GLOSSARY assumes that you
want to view the definition of any uword entered, and will. therefore, display
the definition immediately, without asking you 1£f you wish to visw 1t.

To VIEW a glossary entry, entexr V G in response to the ILS prompt COMMAND. ILS
will reply: ENTER TERM TO BE VIEWED >.Aftexr entering the term or a truncation,
ILS will reply:

SEARCHING FOR 'word'... FOUND 'word': or, if there are multiple matches
SEARCHING FOR 'word'... N MATCHES:

If you asred for a unique ta2rm, ILS will immediate 4
If£ you select a term from the list of matches, ILS wil
and 1ts dafinz*tion. In eirther case, ILS will prompt Zo

G

the dafinztion.
n display the term

next term To ba

oo
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8. 2.2 .2 Frint Cltssary
This acztxvity s berng precgrammed. It w:ill be documented as soon as +he
ceding 15 done.
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8.4 JOB INITIATION

JOB INITIATION enabl.s au*horized users %9 generaze and produce a ~a
ILS notices and listings.

1]
i
ot
~
O
th

AVAILABLE INFCRMATION
1. Overview of Job Initiation
2. Step By Step of Job Initiation

3. Special Features of Job Initiation
For further information, select the number for the appropriate discussion.
8.4.1 JI Overview

JOB INITIATION allows authorited users to generate and produce
a variety of ILS notices and listings. E.g., users may praint overdue
notices, a list of current patrons, and other ILS reports. Usezxs
must identify the job they want to initiate and the production parameters by
which 1t is to be producad (i.e., number of copies, time to start running
the job, etc.).

g8.4.2 JI Step By Step

Y

JOB3 IMITIATION currently permits authorized users to initiate 7 jobs. They are
tdéantifizd by their mnemonic.abhreviation and index # as follous:
INDEX# MNE DESCRIPTION
1 CNA COURTESY NOTICE--ALTERNATIVE
2 CNE COURTESY NOTICE~--EXTENDED LOAN
3 CNI COURTESY NOTICE--INITIAL
4 CNO COURTESY NOTICE--OVERDUE BORROWER
5 CHR COURTESY NOTICE--RESERVES
5 PLU PATRON LIST WEEKLY
7 PRI REPORT PRINTER

Users may use 4 selection options to identify the 3job to be 1ini*tiated.They aze

MNE - MNEMONIC FOR JO0OB TITLE

INTENS - NUMBER IN LIST FOR SILECTED JO8B

F2RWARD - DISPLAY NZIXT SET OF J03 TITLES

3ACH - DISPLAY PRIVIZUS SET CF J0O3 TITLES

NWOTE: Since *he s%ep by s5%ep precedures Zor this activity h22lé *rus £or all
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7 jobs, they are discussed generically.
JC3 INITIATION recuir2s the user %o do *two things:

1) Genexate a mosi curzzent version of the records +to be used for +his job.
b by having 1t print out on some output device.

(s
£
w
(&)
M
(%]
‘o
o
[¢]
™
')
'
-
14
n
ct
[
[a ]
(4
"]

T 2N, the user may enter | whenever all the default settings are
s5et correctl, ILS will immediately move the cursor past all the prompts and
default settirnss on the screen and will immediately ¢all up the second screen
ante view. IZ only scre settings are correctly set, press return until the
cuxscr reaches the Lncorrect value, and then enter the correction. If there are
integrmiten<t corxrect and i1ncorrect values, the user must press return and enter
tha correc=ions untiil tTthe last incorrect value has been corrected. At this
point, the user may now entexr | to quickly move through the rest of the prompts.

UZE CF THZI UP ARROW (-) HEY

The up arzow Key (=) may be used i1in JOB INITIATION to travel backwards through
the sequence o promp*s. *o return to and correct an entry. The user will have
to re-enter *“he data fcr the prompts through which the up arrow key has past.
as *hese <a+a have zeen erased 1n *he process of moving back up.

CISFLAY ELECTION
M JCh * o2 r~ay only be 1dentified by their index number, after they
ave Leen zl:zola :r a list. ILS can only recognize the index number after 1t

+
X}
0
'
X1
3
ot

.8 sCZreen.

g
w
'
[a
,
[

.
1
[5s}
-

<TIFICATICN
225 viay be 1den%tified by erther a full or partial mnemonaic
i a .ser enters e g. CN, the system will l:st all jo0bs

R

T et ()
'

'azch CN mnamonaic Frem there, the user may then select the 3j0b

Iy L%s niz <i%le or 1ts i1ndex number.

N2TE: The znly ILc will i1mmed:iately begin initiating a Job 1s :1f the user

enters an =xact Tneronic taitle.

REPCRT FERINTELR

Fepor< wter s used *o prant out jobs on an output device. Typ:ically. a

us oz o generate a newest version oi *he 1ob and then rreoduce
z Fowever, 1% the user wishes a second cecpy ¢f a jo0b without
T CeYsSLcn, user may use Peport Printer dixectly Celec*ting
4 sl will cauze IL3 tco praint ocut the job exactly &8 1% was
asT tTime the 30b was run

e’ A a2 m atatatelatataetac oL . . e a8 < A o aem



8.5 .J0B QUEUE

JOB QUEUE allows authorized users to checkX on the s*atus oZ Latch jobs
submrtted to the system Zor processing. In IL3 <hesa batcnh 10bs primaxily
produce vprinted reports such as overdue (courzesy) nozices and patron lLists.

AVAILABLE INFORMATICON
1. JQ Overvieu

2. JR Step by Step

For more information, enter one of the numbers above.

38.5.1 J@ Quverview

JOB QUEUE enables the authorized user to see the “line up" of 3jobs which are
in some stage of being processed. By identifying a job with a unique title,
the user can find out where his or her job stands in relation to other jobs
which are also “in the works“.

8.5.2 J@ Step by Step

To view Jobs 1in JOB QUEUE, enter /J2 in response to the ILS prompt COMMAND.
ILS will respond with the following sample display:

vOB NAME/ USER MNE STATUS PR/ SUBMITTED/ STARTED/ PRINTER/
DESCRIPTION INT START AFTZIR STOPPED FORM
i J23B1 SES CNI C 5 11,29780 9:32 AM  9:34 aAM
COURTESY NOTICE~-INITIAL I 11720780 9:32 X 9:34 AM
2 JOB2 SYs PRI c 5 1120780 9:35 A 9:383 M 1
ZPO0RT PRINTER 11,20/80 9:35 AM 9:38 an WWL1
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T b the status of all ILS terminals and the volume of
~rxcula on CTLVLTY

AVAILABLE INFORMATION

a ©
.
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1. Overview of System Activity
2. Step by Step of System Activity
3. Special Features of System Activity

For Zuxther Information select the number for the appropriate discussion.

3.6.1 SA Qverview

SYSTEM ARCTIVITY provides statistics on the cumulative number of checK ins and
check outs which have occurred on the current day. It also displays the numbex
of both administrative and circulation terminals which are currently logged in,
as well as the number of 1nactive terminals which are not currently logged in.

8.6.2 SA Step By Step

To view SYSTEM ACTIVITY, enter /SA in response to the ILS prompt COMMAND.
ILS will respond by displaying the following:
DATE: (the current date) TIME: (the current time)
e.g., 11/714r80 e.g., 9:50
ADMINISTAATIVE TIEMINALS: 12%* CIRCULATION TERMINALS: 6%
INRACTIVE JE2MIXNALS: 6 NOTE: ¥ peofexs to only those terminals
currently logged on.
CHEICH 0OUT: 23 CHECK IN: 12 RENEW: 1
il MAIL ouT: 3

ILS will display the total number of transactions for each of the above
activitzes which have occurred thus far on the current day.

8.6.3 SA Special Features

Alithouzh STUCTIM ACTIVITY can provide the user with current statistics with *
recpect o clrculation activity and the number of *erminals currently logged

onto the sy=zzist., the user should still refer to JOB QUEUE for Zuller piciure

a5 TG wihat 13 aprznirg withan ILS.
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8.7 SYSTEM PARAMETERS

S 1s used to edit various settings whicii contzol some oZ the

SYSTEM PARAMETER
ctions of the ILS.

processing fun
A7YAILABLE INFORMATION
1. Overview of System Parameters

2. Step By Step of System Parameters

3. Special rFeatures of System Parameters

For further information, select the number £or the appropriate discussion.
8.7.1 SP Overvieuw

|
In SYSTEM PARAMETERS, authorized users may either activate or znhibit
*he oparation of certain ILS features, such as the Cart System and the Verisfy |
option. This function also permits authorized users to change the priority of |
certain background filer programs so that they will process data at either a
faster or slowar rate, thus providing the user with a way of modulating

the bacKkground load on the system, which in turns affects overall zesponse
time. This function also sets the maximum number of c¢itations which

can be printed at a public printerx.

3.7.2 SP Step By Step

To edit in SYSTEM PARAMETERS, enter /SP in response to the ILS prompi CCMMAND:

ILS will respond by displaying a screen of prompts, each o0f which is explained
halow:

SEARCH PRINT LIMIT: 25/ This parameter limits the number of a hits which may be
printed on a public use line printer, when searching

.
p the on-line catalog.

X VERIFY ON/OFF: ON This parameter activates the Verify opt: so that the
X name of both xtems and patrzons may 2e 2isplayed for the
S user to read during each transaction.

Lj PRINRITY HANG AMOUNT: 2 This parameter specifies the minimum number of secnnds
" ' which must elapse before the high priority background
b - filer will “look"™ to see if there 1s some*hing to do.
3
1
b

sa2conds which must elapse b
Dacktround f1lar will “loockh
somethingy to do.

NON=-PRIORITY HANG AMOUNT: 1 This parameter svecifies the m

J0O3 RUEUE HANG AMOUMT: This paramecter speciiies th2 minimum nunmbhar of seconds

‘\ I P Y Y W PP DRI Ar U SR et iatos PO W S SO P U W et i e e e, Seaded




~ -
] which must elapse tefore the high priorxity hackzround
11 211 Yloer"™ in the ¢k cueue to see 2 theze 15 a
: tn3 *to be processed.
. - o
: NUMBZR CF JCB3: Y This parameter specifiies the maximum number of
tcrs which are allowed *o run at *the same tainmz
The system administrator may wish %o change <th:is
sarameter at the end of the business day to perm:itz
a greater volume of overnight processing.
CART £USTIn TI5 Thls parameter either permits or inhibits the operation
¢ the Cart System, so tha* users may Keep itrack of
stexms which are in +the library, but no* on *the shflves.
-
YES = CART SYSTEM will operate in conjunction with
CHECK IN.
NC = CART SYSTEM will not operate in conjunction with
CHECH IN.
8§.7.3 SP Scecial Features
Thexe arze no specila. Zeatures for SYSTEM PRRAMETERS as of November 24, 1980,
.
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JSZP DEILITE deletes the user from the ILS systen.

- AVAILABLE INFORMATICN

1. OQvexrview of UYser Lelate

2. Step 3y Step of User Delete

Dalil 288 B amn i g

" 3. Special Features of User Delete
3

For further information, select the number for the appropriate discussion.

N
f ' 3.8.1 JD Qverviau
;*
ii. UST? DELZITE 1s used whenever a user is to be denied access t» the ILS systen.
s The system administrator, or some other authorized user, mus%t mak2 the dele%ion]
»:"
- 8.8.2 UD Step By Step
m To delete a usexr in USER DELETE, enter UD in response to the ILS prompt
3 COMMAND:
-
o ILS wi1ll reply:
USER ID: A ? will cause the following message %to appear:
ZNTER THE ID OF THE USER TO BE DELETED.
The user 1d which 1s used in response to *the system prompt EINTER YQUR USEZIR I.D.
should be entered. If ILS deces not rscognicze the id 2%t will reply NO SUCH USER2
The user will be given another chance to enter the corrzect id.

If ILS deces recognize the id 1%+ will reply ARE YOU SURE? To cancel *he deletion
enter N and ILS will respond NO DELETION. To complete the deletion enter ¥ and
ILS wi1ll respond DELETEDI!|

8.8.3 UD Special Features ;

. There are no svecial featuzres for USER DELETE as of November 24, 1980.
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: > o access Thys 2 also s&Ts <*he user's
' tnzXr cisplay or not 4 e range oI crticns
T any poinT n the sy

AVAILABLE INFORMATION

(o]
19

ryiew o Usexr AddsEdit

2 Step ry Step Procedures of User Adds/Edat

3. Srecial Features of User Add/Edit
, enter *the number foxr that discussion, or
the *top of this discussion.

8.9.1 US Owvezrview

q USZ2 ADD/ZID2IT 1s used whenever a new user is granted access to IL5. This

o proceduza 1es” The usexr to ILS and determines what areas of the

. system *he user 1s allowed to access. This procedure alsc sets the user's
exrexrience La2vel o either display or not display the range of op*tions
avarlakle %*c the user at any poant in ILS.

X 8§.8.2 US Ctep By Step

to the ILS system, the authorized user must se% *he

r
Usexr Profila as follous:

—es a user of ILS3S uniquely from all other users, and s

oy tyrically the user’'s initials (e.g., SES)

» NAMI: The ZIull name of the neuw user 1s entered, last name, first nanme.

. (e.g. Selandexr, Sandy E.)

S . . s
PASSWOED: The new user should select a short word or set of ini%tials that are

h-.i meaningful <o be remembered each time they access ILZ. Nick names,

E’ or spouse 1initirals are perhaps most easily remembered.

8 ENFERIZIXMCE EIn=er exther ON or OFF. ON will cause NO selection or*t:ons %o
LEVIL aprear; OFF WILL cause them to appear after each ILS rtrompt
AUTHCFRIZATION atien levels are: SYS ADMIN fcr &

LEVIL . or OTHEZ2 for all other s%taifi users
cUIouCoTIvC z abbreviataion fcr each SUILITIOTIM “ne
~e rmitted to access.
244 -




SENZRAL TUNCTICNS: Znter <h2 2-character abbrewviation Zor each GINIRAL
FUNCTICON *he new user w2rll be nermit=2d %o accass
ADMINISTR2ATIVE FUNCTICNS: EIntaer +the 2-character abbraviation fox zach
ADMINISTRATIVE FTUNCTICHN the new user will te
psernitted to access
CIACULATION FUMCTIONS: EInter the 2-charactar abbrewviation for each
CIRCULATION FUNCTION the n=2w user wWill he
parmitted to access.
REPORTS: Enter the 3- or U4-charactexr abbreviation for each report (either
video or printout) that the new user will b»e perxrmitted to vieuw
}.
8.3.3 US Special Features

Using the - Key 1n USER ADD/EDIT

In USER ADD/EDIT, users may forward through parameters that +they do not wish
“0o edit by prassing the carriage return successively. I the cursor should
sass a desired parametesz, however, the user may return up to %fthat parametex
by using the -~ Key.

The = Xey w1ill make the cursor return up the screen line by line until the
cursor s placed beside the desired ILS prompt. The user may then enter any
appropriate value at that point, and then eithex enter a / to get out of the
activity (ILS will return %o *he Administrative Subsystem command level), ox
continue %o press carriage return to travel down the screen.
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FORWARD ~ DIEPL ET OF JCB TITLES
3ACH - DIsSPL US SET ¢fF JOB TITLES
INZZHE MNE CESCRIPTION

: CLD CIRCULATION ACTIVITIES -~ DAILY

2 AT CATABACIZ MCTIVITIES ~-- DAILY
fnterx > +*> learn how to select a report, or

2) %o lzaxrn nhiow to select the date
z Tz 2o Cel Feport
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3.12.° PXTRCN FILE DZFINITION
The PATRZN FILS DEFINITICN processes allouw the lLitrary administrzator *o
iafine th2 .nformation *to be collected when regirstering likrary »azzons

The #ollowing -nformation is available for PATRON FILZ DEIFINITICN:

1. P2 OVERVIEW

>
it
0
%]
vy
9]
u
]
w
Y
t
[ %2]
=}
tv1
‘v

For further information, select the appropriate number above.

8.12.2 PZ Overvieuw

The library administrator uses PATRON FILE DEFINITION to identify the infor-
mation *o be recorded for each library patron. Certain patron data elements or
questions are required for ILS operation, but the staff may acdd additional
quest:ions to properly describe the library's own patrons. Using PATR2ON FILE
DEFINITION features, the library staff may define sets of gquestions which
describe particular patron types, and may indicate the order -n which those
ques*tions are to be asked during patron regqistration.

3.12.3 P2 S+ep-by-Step

The PATRON FILE DEFINITION process occurs at the time ILS is 2nstalled, and
consi,%ts of 4% steps. These steps require analysis of the ILS litrary's needs
followed by definition of the patron data elements using *the PATRON FILE
DEFINITION procedures

!. DETERMINE PATRON CATEGORIES - decide what Kkinds oZ patrons make up
the library's clientele.

2. DETERMINE DATA ELEMENTS FOR EACH CATEGORY - decide what inZormation
s needed to describe patrons in each category.

3. ADD PATRON DATA ELEMENT - use this option to define the ca*tegories and
data elements in ILS. (For more information, enter 3 relow.)

4., EDIT QUESTION LIST - use this option %o veriiy

cr ¢
ques*tions ashked for a given patron category. (For a2
entexr 4 bhelow.)
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8.12.4 ?Q Crixons
There axzxe Zour opirons in PATRON FILE DEFINITION:

T2OX DATA ELEMENT - to define an additional data element Zor
1 b4

DD

a parx patron categozxry.

2. EDIT ATRON DATA ELEMENT - to change the definition of an exis*ing
data element.

3 TIZIT eLUzZsTI LIST - to change *the ordexr or delete data element(s)
fcr a paxrticular patron category.

4. D2ISPLAY RUISTICN LIST - %o show the data elements cxr quest.ons
cuzrrently defined Zcr a patron category, 1in the order in which
<hey wxll be asked duraing patron registration.

For more 1nformation on any option, select the numbker above.

™
s
ty
oy

o]
[}

Add patron data element

Add_ng a patron data element regquires these steps:

—

TDENTIFY PATRECN CATEGCRY - enter the patron category to which this
data element will belong. If the patron category has not previously
teen defined, 1t will be entered as a new category. A '"?' will shouw
<he list of current categories.

L +T NAME - entexr the name of the patron question as 1t
reax during patron registration. IZ£ that data element has
n

deftined for another category, you will pe given a chance
definition. A '?' wi1ill show the list of data elements
ined Zor this patron category

3. DETIXE DATA LEMENT CHARACTERISTICS -~ answer a series of questions
- 1 how the element should be treated during patron regastraticn.

fnter 3 for a detairled description of data element characteraistics.

8.12.4.1.1 P2 Data element characteristics
The follow...s fnuestions will be asked after the data element name 15 entered:
L5 LIYS LUSER SHOULD RESPCKND

SITOUITDL LNty 'Y'es 1f *thas ata element must he rrevicderd
Zor eazh patren regirstered xn *this catezcory
Carriage return cr 'N'o -2Z the data elementz
may be skipped during registration
- 250 -




LIST OF VALUES Y/N? N/ 'Y'es 1f there 1s a defin
to this gquestion (Zfox anx
- univexrxsity deparimen<s)
Carriage re*turn or 'M's 2
to this question canno= bhe
advance.

- The next 2 guesti~ns are asked only if the answer to LIST OF VALUES 1s YIS
r .

T USE IN BAR CODE Y/N? N/ 'Y'es if this information is to be
. part of each patron's bar code ID
{. Carriage retuxrn oxr 'N' if not

1

=

values has already been defined which
- 1s appropriavte for this data element

\f: USE EXISTING DICTIONARY Y/N? Y/ Carriage return oxr 'Y'es if a set of
-

: 'N'o to define a new set of values

L

éi SYNTAX CHECK Y/N? 'Y'es 1f the data element has a xzequired
A format ¢r minimum/maximum lzngth

ILS ASKS USER SHOULD RESPOND

DEFAULT ANSWER: 4 Entexr the answer which will be *rue £for
most patrons in this category (if any)
or Carriage Return 1= there .s none

ERROR MESSAGE: Enter the message to bhe displayed 1if
an invalid answer 1s given <o this
question during pasrxon registration

R Y b

8.12.4.2 P2 Edit patron data element

To edit a patron data element, the user will f£follow these steps:
1. IDENTIFY PATRON CATEGORY - Enter the category to be edited.

2. IDENTIFY DATA ELEMENT - Enter the name of *the spec:fic data element
to be edited.

3. VERIFY OR CHANGE DATA ELEMENT CHARACTERISTICS - ILS will display the

. current definition of the data element (required, list of values, etc)
and the user may accept the definition displayed by entering carriage
return or provide new information. Enter 2 to see a cescription of
data element characteristics that may be added or ed:rted.

14

-t
i

ey ’1
]
PP SRR

8.12.4.3 P Edit question last

.

-

0

e

T
.-

r
L
A
3
p
.
3
4
.
L
|
]
4
3
p
p
| .




The user mav ed.T Thes quas%ticn list for a particular patron category in ordex
to change <hz order ¢ zuestions cr to delete a given data element from the
lxst. To use EZIT EUEISTICN LIST the user follows these steps:

1 ITEINTIFTY P

TRCN TATEGORY - Enter the patron category whose list
5 to be edited.

2. VIEW QUISTION LIST -~ ILS will display *the current question list
Zoxr that catagory

3. CHANGE CEDER - The guestion list will be shown in the order in which
the data elements were defined. If the questions should be asked in
a different cxder duxraing patron registration, the user may alter order.
DILETE DATA ELEIMENT - If a question does not belong in the list at
all, 1t may be deleted from this patron category.

8.72.4.2.1 P2 Display question list

718 will display the data elements currently defined for a given category.

QUESTION # DATA ELEMENT NEXT ON NO RESPONSE
! NAME RE®
pA STREET ADDRESS 3
3 CITY 4
4 STATE 5
E ZIP CODE 6
5 HOME PHONE END

The da%ta elements are listed in the order in which they will be asked during
rpatron regis*ration. NEINT ON NO RESPONSE shows which guestion will be asked
rext during ratron reglistration 1f *he ansuwer to the current question 1s blank,
0X NhoOo Yrecponse If the rcurrzent data element is required (an ansuwer must be
rrovided Zc¢xr each patron), this column shows REQ.
8.12.4.3.2 P2 Change gquestion order
Af+ter *he cuxren® guestion list has been displayed, the user may verify the

b - _x5%, change =he crder, or delete data elements.

L . ILS AchC USER SHOULD RESPOND

- CORZECT Y/N7 I/ Carriage return ox 'Y'es if the list i1s cocxrrect

'. as displayed.

d 'N'o 1f 1t needs to be changed
TELNID CTZIR nTONY 'Y'es 1f *he basar dexr or HENT LN WC PICPTNCZ
needs to be changed
Carriage return or "N'o 1f the ordesr s shkay oux
elenments need to be delasted
- 282 -
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DELZITE DATA EZLEMENTS T/N? 'U'2s
this

a subsequen<

3.12.4.4 P2 Display gquestion

display
QUESTION #

NAME
STREET
CITY
STATE

Ul &£ W -

-8

he data elements are listed in
atron reqgistration. NEIXT ON NO
next during patron registration
or no response. If the current
provided for each patron), this

‘G or3

Aad ol o sl A

T e T W T VTR TR e T e T A -

+he data elements currently defined

DATA ELEMENT

ZIp CODE
HOME PHONE

1f one or more elements mus= he dalzzed fronm
catagory. NOTI: Delecing alamen<s nay zegquize
change 1 guestion ozdax

lis+

for a given catagoxy.

NEXT ON NO RESPONSZE

RER

ADDRESS

WL E WM

™
Z
o

the order in which they will te asked during
RESPONSE shouws which question will ke ashed

1f the answer to the current gquestion 1s blank,
data element is required (an ansuwer nust be
column shows REIQ.
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are those which the user needs %o know *o

The following G=Z
t System. They are:

werk 1n the In

1. the DISPLAY (D) command - displaying the £full record of an entry

L 2. *he FORWARD (F) command - forwarding through Item and Patron Lists
- 3. the BACK UP (3) command - backing up through tem and Patron Lists

4. the COMZINE (:) command - combining two instructions into one step

} 5. +the TRAVIL (/) command - exiting out of a subsystem and into ancther or
" going to another activity within a subsystem
2

5. Ztem ané Patron Lists - viewing item and patron records in IlLS

7. YIPS statement - volrsissue/part/suppl item characteristics

8.1.1 The DISPLAY Command

BACHGRCQUND

All rncdizes in ILS are organized into a list-liKe structure. To access any
patron or »itzm recoxd in ILS the user must first do a search and have ILS
display all Knowun entries which match the search request. ILS will display up
to 5 entrizs at a time. If there are more than 5 entries (which will mean

seme entries wWi1ll be on the next screen) users may scan all entries using the
F e2r 3 command. (AT thlis poant users may, 1f they desire, press F once *o read
about FORWLWADRD, and press F again to read about BACHUP. From there, you can
return t0o thls raragraoch by pressing B once or tuwice).

AT (D) command 1s used to display the full record of an entry so that
the user can be sure that 1t 1s the desired entry.

X vatron search for V. Jones might yield 6 matches.
I.2 would display

D

N JCONES,

2 JCNIS, JACKE

3 cCONEIS, JAMEIS

. JONEG, JINM

5 CONTS, JCOHN

and on *he sacond screen:

o JOUN P
I Thz Lser must rrese Foto view the entries on the t screen to
Su cirYenrt EnTry 1s checsen. 1o czrtain that crrrect rastzon

4 AP U S PU . GRP O P W W S
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15 chosan the usexr nust view the full patron record tno wvexr:fy unzca J.JO0NES is
the r:ghz patron. 3y pressing D follouwed by <the en<%ry's ID numier, ILS wzl
display Zocr the usex <the full patrecn record of the entzy. The sane procedure .5
follouwed % the user wants to display a full i1%2m record in <he ™37, In =he
above example, *the us2y would have to view th2 £full pa<tron xecord Zfoxr all o
CONES entries, since the correct patron could have heen any one o0 the 35

entries zztrievad.
9.1.2 The FORWARD Command

The FORWARD (F) command is used whenever ILS £finds more than 5 en*ries while
searching any ILS i1index. It displays £for the user the next set of 5 entries,
and can be pressed repeatedly for as many groups of 5 entries as there are.
The user need only press F to have the next set of entries displaved. ILS
will reply “NO MORE ITEM MATCHES'" or “NO MORE NAME MATCHEIS™ uhen %the last
set of entries is displayed on the screen.

FOR EXAMPLEI: In the previous discussion of the DISPLAY command (press 3 to

view that discussion i1f you desire), the user would have <o press F to have
displayed the 6th JONES entry.

If you desire, press G to get to a discussion of the F Key. To return %o this
current discussion press G again.

9.1.3 The BACKUP Command

The BACKUP (3) command is used whenever users want to return %o a
nrevious screen of entries which has already been displayed once.

If users scan through a list of matches using the FORWARD command,

the BACHUP command may subsequently be used to get back through the
lis%t in reverse order. The user may press B as many times as necessary
to ga2*% back up *to the top of the list of found entries.

FOR ZXAMPLE: In the previous discussion of tha DISPLAY command (press

B twice 1f you want to see that text) the user would have to press

8 once to get from the second screen bacK to the first. Usexs should

Xeep i1n mind that they can only choose, or display the £full racoxd

of, those entries which currently appear on the screen. They c¢an only, for
example, select from items 1 through 5 if the first screen is displayed.
They must use either the F or the B command to get to the screen of entries
that contains the exact entry whose record they wish %to display or choose.

Press G 1£f you want a discussion of the B key. Press G again %o get back here.
9.1.4 The COMBINE Command

The CCMBINE (:) key links commands and the searzh Key used %
It combines two separate steps into one by linking the Z:irscz
of an instruction togather. Users will save *im2 Ly o =h
FCP TWLNPLE: If a user wanted to CHECK OUT an i1tenm, ¢
proceduras could be £fo0llouwed:

ot

retrreve antries.
and sacond parts
s 2
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HCUYT CCMEINE WITH COMBINE:
asrs forxr COMMANT ILS asks for COMMAND:
r entexrs 7> {ze<uxn! Vsexr entexrs CO:SMITH (rxetuzrn)
asxs FPATRON ILS begins displaying Smith entries
r enters SMITH
bzgins displaying Smith entries
Z*The = Xey 25 used to retrieve item orxr patron entries faster, by typing the
option, =, and tnen the first few search Key characters (e.g. for Anderson
an author c¢r as a patron type AU=AND oxr PA=AND). The = Key 1s used only to
k 1d ortions and search Keys; the key links commands and searxch Keys.
1.5 The T22VEIL Command
TRAVEL command (/) 1s used to get from one area to another within ILS. It
take the user to exrther difierent activities within a given subsystem,
g. Zrem CHICH IN to PATRCN STATUS) or across subsystems (e.g. from
Ti CUT <to HILP fcr CHEICH OUT). It can also be used to talke users back
wheraver 1t was <he were before they traveled to where they are nou.
following scenarx1os illustrate the use of the TRAVEL command:
£ 1 TRAVELING FOPRWARD CONTINUOUSLY
ser logs onto ILS and wants to go to CHECK OUT. The user enters CO in
ponse o the ILS prcmpt COMMAND. ILS takes the usexr to CHEICK CUT and
mrts fox PATRON Xfter the user has completed CHECK QUT. a patron asKs
+he correct time. The user enters /TP and ILS takes the user to TIME AND
L. Nexnt the user recexves a returned i1tem and wants to go to CHECK IN. The
r then types 1in /CI and ILS begins the CHECK IN process by prompting fo: ;
- -
202 TIRAVILING BACH TO WHERE YOU JUST WERE
ser 25 xn the middle of a CHECK OUT and becomes confused over what to do
- 2y enta2ring a /HT, ILS will take the user to HELP Zfor the activity tha+
1n procsss ot the taime After the user reads HELP Zor CHECH OUT, enterainsg
will tare the user bacKk to CHECK OUT to ccntinue 1n that activity.
T Cince *he omplete transaction Key was not pressed when the user went
HELP £cxy CHECZHE CUT. once the user returns back to CHECK OUT the transac<ion
~ be started over Zfrom the beginn.ng since 1t was never entered into ILS.
.6 Working with Item and Patron Lists
ndices s e organized into a list-like structure. To access any
ron or Ltem in ILS the user must first do a search and have ILS
p.ay all kno rzes which match the search request. ILS will display up
3 entzies at* e If there are more than 5 entries (which will mean sone
o “ries w: c next screen) users may scan alli en<ries usint *he
- T [ i 3 comrmand. The DISPLAY (D) command may also he used
LLTtlaw e Ifull % an entry to verify tha%t 1%t 15 * < che.
t..le o noLnT the rrescs T and select a detazled discussicn of thess
i3 Trnz user FOPWARD back 2nto this discussion. .
- 28586 -
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Zollowed 1f the user wants
31bliographic Fi1lz (MBF). In the above example,
tha £full patron record for all 6 JONES entries,
have bheen any one of the 6 entries retrieved.

.7 VIPS (VolsIssues/Part/Supplement)

The VIPS statement
Ls part of a larger
of a set of
identrfied

is essential for properly
group of 1tems (e.g. one
volumes). Any ILS activity which
(e.g. CHECK OUT, RENEW, ITEM STATUS
information about the 1tem be specified before
raques .

O
-)
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- Z¥AMPLI: The usexr has asied *o see all ratxzon mazches to *the seaxr:hi key ?A=JCJ
.. ILS would respond by displaying
- txxxxtxxx&xxxrrzxxxxxxtxxxxtt:i
INDEUS TY{PZ NAME TITLE ¥ The user may selsct an enty
] ClYILIAN JCHNAS,JCHN D2 ¥ by %yping in 2rthazr 1ts name
2 FACULTY JONATHAN, ZaM M2 ¥ or -ndex numb=xr(on %tha lzi+)
3 STYDENT JOMES, ARTHUR M2, EREXKELXKXE Y KXKFKLEXX KL ECEC X LT XK 2 &4
4 CTAFE JONES., BETTY MS.
5 MILITARY JONES, ROGEZIZ2 D2
and on the second scrzen:
6 CIVILIAN JONES, THOMAS Mr.
REMIMB3ER: The us=2r mus* press F %to view the entries on the next screen to be
sure that the correct antry 1s chosen. To maxe cexrtaxn tha®t <he correct patron
1s chosen the user must view the full patron record to verify which J.JONES id
the zight patron. By pressing D followed by the entzy's number, ILS will
display for the user the full patron record of the entry. The same proceduze 4§

to display a full 1tem

identifying a specif:i
i1ssue
calls

record in the Mastex
the usar would have to view
since +the ccrrect patron could

item which
of a serial or one volume
for a specific 1tem to be
etc.) will require that the VIR

ILS can act upon the user's




terminals are equl
de Zor quxick enctry

L BN %]
o 3
< 0

pped with what 1s Known as function Keys. These keys
of frequently used ILS commands. For example, a user
o display all the options available at any poinc

sing th £1 Key. This would be faster than having to enter a ? and a

Q¥ a
w < Ot o
2] =
(SIS I =

Other speci1al function Keys may be set to substitute for several charactezrs
having to be typed, thexeby minimizing the chance of Keying errors as well as
saving time. All instrucitions which can be entered by special function keys,
may also be entered usaxng the REGULAR KEYBOARD of a CRT terminal. Thexre are, in
effect, two Ways To enter any instruction; one with the special function Rey
and one without. Function Keys for ILS are currently set up as listed belouw.
For more information about each, enter the number for that key:

1. ? Key=oprtion display 4. B key=go BACKWARDS 7. PREVIOUS ITEM

2. = Kk=2y=sgo up 5. HELP Key=HELP text 8. 7/ Key=exit a function
3. F Ray=go FORWARD 6. PREVIOUS PATRON

9.2.1 The ? Function Key

Thea ? Zunctition Key displays all possible options that a user may select at
any roxint in ILS. It i1s used instead of pressaing a ? and then pressing a
carrrage raturn. The ? function saves a little time by eliminating the need
to press xetuzrn, and 1s offered primarily as a convenience Key. On a Hewlett-
Packard 264SA terminal the ? function Key is markKed £1.

IMAMPLE: X user i1s trying to identify a patron. ILS prompts with PATRON:
However, <*the user does not Know what to do next. Pressing £1 oxr ?. and a
return will cause2 ILS *o display: S

EXXEELEREXERKKAKX KR XX KK AL XL KRR XK K KX X

PARTRCH IDINTIFICATIOHN OPTIONSA .~ ¥ *
¥ the user is shown what the *
picé - FLTRON IDH ¥ options are and may proceed *x
name - PATRON NAMEI FOR FIND ¥ from this point forward. *
DP - FIZIND LIBRARY DEPARTMENT ID * X
PP - FATRCN REGISTRATION x *
XXXEXKXXEEXLEX XXX XXX XX K KX XX XXX X KX XK X
9.2.2 The =~ Function FKey
The - (ciryrcumilex or up arrow) 1s generally used in ILS *to mean GO UP to the
n2x+t level wizthin a function, or to the top of the function the user 25 in
currently. On & Hewlett Packard 26452 terminal this 1s the £2 key.
Ixampie A usexr, searchinyg for a vatron in PATRON ST .TUS5, itypes in *he wrong
firse lettezxr ¢of *he patron's last name (e.c. *the usar <yped 2n N instead of M).
The ucar ray e2n*ter a -~ and a return or press £2 to GO UP to the prompt PATRON: .
T ocranial z* ey takes on addlitional meaning irn CHICH 2UT. In
TUT tne 22 ¢r - rey 1s used to instruct ILS to complete the transaction
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hy “f:rling away" *the information ust entered. ILS w-21l <hen y *he

prompt PATRON:. The user may now anter *the rext CHEZK OUT <=rxansaction or =ravel
“» any other acziv7rty 1n ILS.

9.2.3 The F function Hey

When scann.ng a2ntries retrieved in ILS (see Lis%s 1n JSeneral Czoncenvs) o~r when
proceeding *through HELP text, users may need to search zThroujyh =<he 1.5t or
branch to additional HELP discussion. The T or FORWARD command was designed <o
enable *he user to go on to view the next set of 3 antries or =The next HEIL ‘
discussion. On a Hewlett-Packard 2645A terminal this 1s set as the £3 Key.

EXAMPLE: A user, searching for patron John Jones, has retrzeved %he follcuing
eantries by entering PA = JONES:

1) Jones, Alfred E_ XEXXXKXXXKEXK A XK LK E KX X X K Y E X S X L L X KX S KKK S K XX K KK X X
2 Jones, Edwaxd J. ¥ The user should enter 7 and zz2*uzn or £3 «
1) Jones, J. R. ¥ to see the second set 22 enztries In all ¢
4) Jones, Jim * cases where 1t scems the zorrect en<try *
5) Jones, John R. X is the last one displayed. use FCORWARD x

¥ to display *the ngx<% scrzen <5 ba suza x
and on the second screen: X the corract entry -s chosen ¥
6) \Jones' John 'I' XXXEXEXEXKEX LXK XK EX A X K E X S L X £ X 4 S A XL XXX T KX KX X

9.2.4 The B Function Key

The BACK UP (B) key or f4 Yey is used to bring backX on the screen data which
was already seen cnce, which the user wishes %o see acain. When viewing entrie
during an ILS search, the user may have to go back and lo an en+*r
which might be the corxect one. Entering a 8 and a return tha £4§
ey enablas the user to back up through a list of entries HIL
drs5cussion. (At this point the user may press G to gzo 1scussion
of the B command 1n CS General Concepts. Pressing G at get the
user bacr to this discussion.)

9.2.5 THEZ HELP FUNCTION KEY

The HELP (/HE}) Rey has been designed %to provide +the user uwi*

obtarning assistance while performing any activity in ILS. If the user is in
any Circulation Subsystem activity and becomes confiused as *o what to do next,
typing a /HE and a return or the £f5 key will cause ILS to immediately take the
the user *to the HELP discussion for that activity.

a razid means of
-

EXAMPLE: R user in CHECK OUT tries to identify an i1%tem in ILS., and £forse*s wha
options can be used to o~t to the item record. When ILS prompts wi*th ITEM: the
user may at this point 1,pe either -/HE and return, or press the ? Key. I

will take the user *o HELP text of Check Oux., whera he

can f£ind informatien on how to check out an 1tem (including 1nformaticon

sl how to 1dentify an 1ten).

v
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b
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H,
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For Hewlebtt-Packard 25457 terminals, the /HE furc-ion Hevy
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TRON key. A%t any time when you have

o v 1 A

e system, the patron's name 1S s*%cred andé may be
Y

heen checking out items to a patron and s/he wants
STATUS, you enter /PS to move %o Patron Status. ILS
rz you may pvress the 6 key instead of uszng <*he
ratron.
¢ PREIVIOUS ITEM (£7) function Key.

information on Ffunction Kkeys.

EM FUMCTION KEY
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the PPREVIOUS ITEM key. At any time when you have
he system, the 1tem's name is stored and may be
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e been checking the ITEM STATUS and would now likKe
ter /RV to move to RESERVE and at the prompt ITEM:
instead of using the barcode to identifv the 1tem.

We EXNIT A FUNCTICN (u.8) function key.

ormation on FUNCTION KEYS.

Key
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back *to the place in the ILS system uwhere you uwere
where you are now. If, for example. a user Lkegins
ng ¢nio the system and goes to CHECH QOUT. and <then

[} I

ILS will take the user back to *the subsystem COMMAND
user geoes from (e.c.) louvucing onto the scystem. *o
HECH IN, enterang the / key will take *the user back o
= the usery Was 3just prior *to grina Lo CZHECH IN.
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E IDEINTIFYING SARCCCE SCANNER
) Scanniny TG a e fastest way to conplete any transaction in ILS3.
U Using <he La ° minates the need for having to type 1n leng+thy
[ . patren 2a<a, item the transaction symbols (e.g. /CO or /CI). Ey
wanding over a cod e on of these same data, ILS users will not experience
L the problems asscciated with miskeying this important information.
L To :1d=ntify an 1tem uUsing *the barcodsz scanner, the user must first be sure
' th s prompzing <the user wxrth ITEM. At this point the user must put the
s +he wand on *the barcode label, and move the point of the wand
: +1 rattern 0oz plack vertical lines. It does nct matter :f the wand moves
- m the leit to rignt side or vice versa. Sometimes it helps 1f the wand s
- neld diractly ovex thes 1tem, xnstead of at a slant the way one would hold a
. p2n. It s not nacessary tc scratch the barcode label. A licht smooth strolke
. 15 all *that s n=zeded Once ILS has recognized the 1tem, 1t will respond by
beepine once. This 1s %o say, “1I recognize this i1teml™
IDINTIFTYING ZTEMS WITHOZUT A BARCODE SCTANNER
Tt 1s sometimes the case that users elther cannot c¢r do not want to use the
barcode wand Undex these circumstances users may instead access the IL
Mas*ter Bitliographic Firle through alternate options. In response to the prompt
ITEM, enter ? and a carxiage retuxn. ILS will display 8 access options and an
additional option which affixes short messages to an item recorxrd. They are:
(NCTE CNCZ YCU'PZ DONE EZADING AN ITEM IDENTIFICATION OPTION
IHTER A 'T' AND A RETURN TO GET BACK TO THIS DISCUSSION)
1. TIp#= T 6. TK = Title tey
Z.on Luthox 7. Author/Title ltey
3.0CaA = Tall Number 8. SE Series
4., IS = IISH BN 9. MI = Maessage (for 1tem Just entered)
. LI ®#= Likrary of Congress #
o 3.2 Access by Itenm Identificotion Number

~tems by their ITEM IDEMTIFICATION NUMBER 1s one way %o access
the ILS system. The IID% 1s the alpha-numeric egquivalent to the
vertical black lines which make up the har code and 1is found on
label It can be up to !0 characters long.
T¢ access by the 1ter rdentification number, enter the key “IIDESC in
<o the LS promp* ITEM ILS will then ask for the IID% and *he user
ne i s *.,ey apbear on the i1tem's barcode label If a u
ensential that the characters be entere exactly
epancies wn *the spacing of the r te or typcs will
v A W matolo X ono mat~h The user pavw svers ants one
ol R o e, L ITE=D G h 90 4 in 1 rrompt ITIDN
SJAMFELZ LD o nromrus I IL5 prronyts ITEM
— 26" —
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ng a item by the2 AUTHOR s a popular access op=ion. The
cept 21ther a full author surname or a par=:ial

s2rd the user *he gr=satest amount o flexidila<®
N rndividual oxr range of antries:

‘ SAMPLE: AU=ANDERSEN ILS will display all entries with
author, without regard +to whzch A}

r' user may select the desixed 1tem
v number. If there are mora *han 5 =
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user may scan through them by
FORWARD through *the list or B

1]

TITLE AND AUTHOR
Th2 Silver Skates by Andersen, Hans Christian
The Birograprhy otf by Andexsen, Sandy E.

ro — 44

DISPLAYING THE FULL ENTRY

he user 1is unsure about an entxy being the correct entry the D command
LAY) can be invokaed to display the Zfull record of this z%em, %o veriiy

1t 1s the correct entry. The D command is particularly useful when the

ated title string gives either little or ambiguosus i1nformation or is

=2 not fully mazaningful to the user. IZI the c¢corract reccrd cannot bhe

ng *his access option, *the user may select ano<thax czazch Rey or
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30 Access by Call Numberx
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24 2n most instances on the spine or some other wvisible vart
CALL NUMBER 1s perhaps the most efficient, and povular way o=
es3s 1o the record of a specific i%em. Although various c¢all =
nemes are used by libraries all over the world, (Dewesy, Library ¢ Congress,
and *the Naticonal L:ibrary of Medicine's being commonly used schemes), they

2ach reguire *hat a unique numbexr be assigned +o each piece in the collection.
The call numbezr c¢an te as long as the collection requires.
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5 the IL
NUMBER. Then
Wwishes to

. ) Tn azcess5 by call number the user mus*t type in CA in
prompt ITEM. ILS wall reply with ENTER THE FULL OR P
the user can enter the c¢all number desirxed. If ins
combina these two steps the user may enter e

cmp ITEZM. This may savae scne time
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2.3.% Lccess Dy ISSN or ISBN

The ISSN and IS3N are numeric coenventions which have been established to
stancazrdiz2 %*he zdzntrties of both serials and monographs respectively.
They are heavily used 1n the acguisitions process -y publishexs and
librarzes alzie as they afiord a succinct means of speciiying a desired
item. The numbexrs are a code which 1dentifies both the publisher and

th2 speciiic rtem.

To access by eirther the ISSN or ISBN enter IS 1n response to the ILS prompt
ITEM. ILS wxll zespond with ENTER THE FULL OR PARTIAL ISSN/ISBN. The user

must then en-er in the value. The user may instead combine these two steps

into gne by tyring, e.g., IS=0700223738 in response to the ILS prompt ITEM. IL
w2ill zrezrieve and *then display on *he screen all 1tems which match. If the userx
wants a speci:fic rtem, care must be exercised to enter the value exactly.
T£ the user wishes t¢ see a range of entries beginning with the same
numnbers then cnly a partial ISSN or ISBN need be entered.

SAMPLE ILlS prompts ITEM ILS prompts ITEM
USER repl:es IS ' OR USER replies IS=0700223738
IL3 says ENTER THE FULL...
USER enters 0700223738

TS will then search the ISSN/ISBN index to find all possible matches, and will
dicsplay them on the screen. If thexe are more than 5 matches ILS will display
the first 5 and say THERE'S MCRE. The user may browse through the matches by
typing F for FORWARD or B for BACKWARDS. If the correct entry is found, the
usexr must tyre *the ID # of the correct match. If the user wants to see *he full
record Zcxr any entry, enter D and that entry's ID #.

¢.3.6 Lecess by LC Card Number

A LI3RARY OF CONGRESS CRRD NUMBER 1s assigned to each item cataloged by the
lLibrary of Congress. This number 1is used by libraries to order pranted
catalog cards from *the Library of Congress. The number 1is usually one of the
cataloging elements included an publishers' Cataloging In Publiaication (CIP)
data. It s typically composed of 2 characters followed by a hyphen and

3 to 6 additional numbers.

To access by the LC # the user must type in LC 1n zesponse to the ILS prompt

ITEM. TLS will then respond with ENTER THE FULL OR PARTIAL LC #. The user

must ther *ype xn the LC #. It is possible to combine these 2 steps into one

by entering, e.g., LC=72-123456 1n response *o the .LS prompt ITEM. ILS will

*+hen search *he LC # r1ndex to £f£ind appropriate matcles. (If the entire LC ¢ was

enz 3 thers will e cnly one match: 1f a partial LC # was entered there may

! 4l ma es.) The user may browse through ths matches by pressing F to
anrnd B NCHUF . If the ¢orrect entry 15 found, enter the ID # Zcv that
Ioths s at sure *that 2%t 1s the corxrect zTeccrd *the full receczd
Llled pressing D and the entry's ID #.

- 264 -

FE N T L R S PRt (S LA LA




SAMPLE: ILS prcapts ITEM ILS vorompts
USEXR replies LC# OR USZ2 enters
ILS says ENTIR THE FULL...
USER enters 79-12345%

It}

o

TA-1234%

et
[RIER |

9.3.7 Access by Title Key

Title access in the ILS system i3 almost the same as in the OCLC

system. Users may type 1n a truncated search Key composad of the first feuy
characters of the f:rst few significant words in the title. Articles and
other stop listed words (e.g. a, an, the, and, United States) are ignrored. Th’
ey 3.2,2.1 is used to match the first 3 charucters of the first word, the
first 2 characters of the second word, the f£irst 2 characters of the third
word, and the first character of the fourxrth word in %ths title.

To access by title Key, the user must enter TK in response *o the ILS prompt
ITEM. ILS will respond with ENTER THE TITLE KEY IN FORMAT 3,2,2,1. (NOTE: you
do not need to enter a complete 3,2,2,1 Key and you needé not enter the conmmas
These 2 steps may be combined by typing, e.g., TK=DORILMED. ILS will reply

by searching for and displaying all entries which match the search Rey. If
there are more than 5 matches the system will say THERE'S MORE and “he user mg
browse through the entries by typing F for FORWARD or 3 for BACKWARDS. To be
sure that you have the correct record, type D and the enzry's ID #.

9.3.8 Access by Author/Title Key

l\
\/TITLE key is a combination Xey used to sort out more gquickly a
cord. Although the -xame words may be £sund 2n the titles of d;ffeze]

uTH

n

likely that different authors may be assozcia“ted with each title.
2 a 4,4 combination Xey of both author and ti%tle would yield a nmor
eval than a 3,2,2,1 title Jley.

O cr 1t O
2]
-

(2o Y B o -2 ]
b

52
trz

ccess by authors/title Xey the user must enter AT 1n response to the ILS
pt ITEM. ILS will respond with ENTER 1ST 4 CHARS CF AUTHEOR'S LAST NAMZ &
4 CHARS OF TITLE IN FORMAT 4.,4. The user must then entexr *he characters
rescribed. It s possible to combine these 2 staps by <tvping (e.g.)
LLR,BODY for the entry Body Functions by Jon aAllred. ILS will respond by
ching for all author title combinations with *hese charactexzs and display
them in groups of 5 on the screen. If there are more than 5 entries I.LS will
say THERE'S MORE and tha user can press RETURN to view them. To scan through
the list press F foxr FORWARD and B for BACKWARD. To be sure that an entry is
for the correct record the user may press D for DISPLAY and the ID number of
the entry to see the full record of the entry.

9.3.9 Access by Series

Under +the ILS system 1t 15 possible to access records i1n *the Mastar
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Brkliograph.c File by <*he SERIZIS heading. Catalcgers and other library c=<aif
may 2ind this access rownt*t particularly convenient 1f they have seraies which
comprise Kany 1ssues. Thaese are most notable in the biomed:cal and physical
sciences and 1n srecxal libraries that contain the reports of their agency or

To access ILS wia *he seri1es option the user must enter SE in zesponse *o *he
promtt ITEM. (NCTE: This i1%em optron should noct be confused with the /ST commangd
for Serials Check In which 1s anotner feature of the Circulation Subsystem

and uses the SE cormmand. Femember that the Serials Check In command requires

a /SE to get out to *that transaction activity, whereas accessing a record Ly
sexries heading requires only SE in response to the ILS prompt ITEM.) ILS will
reply with ENTER THE FULL OR PARTIAL SERIES. The user may then enter any or a.l
words ¢f *the series heading that are Known and ILS will search the series =néd

to find a match. ILS will display all matches and if there are more than 5. *

o)

[

o x

s
user may view them by entering F for FORWARD ox B for BACKUP.

9.3.10 Message (Item Just Entered)

a user has identified an item in the Circulation

Immediately a z
M llows for a short message to be entered.

Subsystemnm,
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9.4 IDENTIFY PATRON

Any and all I1S Zfunctions involving patron data requizre *that *the patron he
accurataly dentified in the ILS. A patron nay 22 i1dentiZizd by sither wanding]
the harcode on his library card, or entexr:ing %he =2quivalant bdarcode numbex
or the patron's last name. (If *he wand 1s not used, sn%ter %*he patron's last

A}

3

name instead of the barcode numbexr to avord <tTyping misTares.
PATRON IDENTIFICATION OPTICNS

NAME-."his is the most common way to enter the patzon data. Entar the full last
name or enough characters of the last name to narrow the list douwn sufficiently
to display the desixed patxron entry. If there are mora than 5 matches, ILS will
say (THERE'S MORE) and the user may then press F or B to view additional
eatries that match. If the 5th entry seems to be the correct one, press F to be
sure that the 5th or 7th ones are not identical names. To see more :nformation
for a patron in the list, enter D followed by the index number beside <the
patron's name. For example, 1f you had a list like:

JONES, JOHN
JONES, JOHN
JONES, JOHN
JONES, JOHH
JONES, JOHN

e WDy —
oMo o

and you wanted to display more information from John D. Jones' record to select
+he correct entry, you could enter D2 or D3 to view further information from
the patrzon record to accurately identify the patzon from the 1list,

Once you're sure that you've found the corrsct entry, enter the index # which
appears 1n the firs<t column in response to the prompit PATRCN:.

PATRPCN ID 4- The Patron ID # :1s equivalent to the bar code configuration which
appeaxrs on each pa%txon's library card. It 1s made up of numbers and ozher
characters which are transformed 1nto a pattern of thick and thin lines and
spaces which togethar make a code to identify both 1tems and patrons. A patron
may be 1dentified by this code; however, 1t is suggeszted that the s5%taff use the
wand or type in the patron name whenever possible, thereby minimizing the
chance ¢f a %typing error.

PATRON RPEGISTRATION - If the patron is not already registared :n *he patron
list, 1t will be necessary to enter his or her patron da*a in*o the system
before any transactron can be recorded into ILS. local ILS sites may devise
their own procedures for gathering patron information, putting 1t into +the
system at some later time. For a fuller discussion of patron registration
refer to the path PATRON REGISTRATICN. Enter /PR to get to this discussion.
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3.5 ILS SYSTEM GLOSSARY

The ILS System Glossacry ns *o provide users with an on line dic*ionar
Yy

ry functio
of Key concepts and term:inology used zn ILS discussions. This glossary is
accessible from any subsystem withain the HELP System. Local ILS si%tes may wish
to add additional wvocabulary into the glossary, or redefine some of the
defini*tions given. This may be done in Help Maint:nance using the instruct:ons

T G (edit glocssary) or A G (add to glossary). For a more detailed discussion

of how to wor.: with the glossary see section 3.5 of the Help Maintenance Manual
Woxrking in <he CGlossary.

To look up a term in *he glossary, enter GL in response to the HELP prompt
CHOICE >. ZL1S wz2ll xeply EINTER THZ TERM TO BE DEFINED. The glossaxy will accept
eithexr a full or truncated word. If there should be a match to more than one
word, ILS will display all the words that match. The user may then select by

id # the desired term. ILS will then display the definition for that %erm, and
will ask the usex Zfor the next term to be defined. To return to HELP, enter a

- (up arrow) and a return. ILS will redisplay the exact screen where you were.
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8.6 PRINT BARCODE

The PRINT BARCODE pro